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COCONINO

COUNTY ARIZONA

GENERAL PROVISIONS AND PURPOSE

These policies are enacted by the Board of Supervisors of Coconino County in order to further the
following goals:

A To provide a uniform system of personnel administration throughout the County

A To assist elected and appointed officials in the developofesound personnel

management practices and procedures, and to make effective and consistent use of human
resources throughout the County.

To promote communication between all employees.

To ensure, protect and clarify the rights and responsibilities of County employees.

To provide a diverse combination of benefits and programs geared to attract and retain a
highly qualified workforce.

To T o

Unless otherwise specified, these Personnel ieslapply to all Coconino County employees.
Exclusions are noted on individual policies and often include Elected Officials, County Manager,
Assistant County Manager, Deputy County Manager, and Chief Deputies. Judicial personnel
policies take precedenoser county personnel policies for employees of the court. County
personnel policies are adopted by Superior Court in cases where existing judicial personnel
policies do not exist unless there is a legal conflict. As such, court personnel shouldizamiliar
themselves with the contents of both policy manuals. In the event of conflict between these
policies and any County ordinance, or state or federal law, the terms and conditions of those rules
or laws shall prevail. In all other cases, these polshed apply. Department Directors may
establish departmental policies that are stricter than these policies as required by departmental
operational needs.

In the event of the amendment of any ordinance, rule or law incorporated in these policigs or upo
which these policies rely, these policies shall be deemed amended in conformance with those
changes. The Human Resources Director shall have authority to make such amendments, subject
to the approval of the County Manager and the Board of Supervisors.

THIS PERSONNEL POLICY MANUAL IS NOT TO BE CONSTRUED AS A

CONTRACT

BETWEEN COCONINO COUNTY AND ITS EMPLOYEES, AND DOES NOT IN ANY

WAY IMPLY OR CREATE ANY RIGHTS, CONTRACTUAL OR OTHERWISE, ON

BEHALF OF THE COUNTYO0OS EMPLOYEES. THE COCONI



SUPERVISORS MAY, AT ITS SOLE DISCRETION, APPEAL, MODIFY OR AMEND
THESE PERSONNEL POLICIES OR PORTIONS THEREOF AT ANY TIME.
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POLICY DEVELOPMENT AND REVIEW PROCESS

A proposed new Personnel Policy or a proposed revision to an existing Personnel Policy
may be recommended by any Coconino County employee. The proposal must be in
writing giving the suggested wording together with the reasons for the policy or

revision, aad an explanation of how it will benefit the County. Such proposals will be
submitted through the employee's elected or appointed official to the Human Resources
Director.

The Human Resources Director will, with the advice of the Civil Division of the
Coconino County Attorney's Office, ensure that the proposed policy or revision does not
contradict existing policy, procedure or statute, and place the proposed policy or
revision in proper format for formal review.

Circulation of the proposed policy mvision will be made to elected and appointed
officials, and the County Manager. After comments have been received, the Human
Resources Director will incorporate all appropriate changes, showing old and new
language, and submit the proposed policy visien to the County Manager for final
review and comment. All elected and appointed officials will be coti¢ue

department director has further comments this should be submitted to the County
Manager for consideration. The County Manager will stutiimal changes to Human
Resources for final amendments. Again, old and new language will be shown. After
legal review of the final policy or revision, the County Manager will present to the
Board of Supervisors for consideration for adoption.
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Coconino County

GENERAL
Personnel Policy 1.1 Access to County Services by Persons with
Disabilities
Origination Date: Policy Exceptions: None
03/04/1996
Revision Approval Date(s):
OGO | 11/13/18

1.1.ACCESS TO COUNTY SERVICES BY PERSONS WITH DISABILITIES

Coconino County does not tolerate discrimination in any form against persons with
disabilities and intends to fully implement the Americans with Disabilities Act in order to
prevent such discrimination. Facilitiggpograms and employment opportunities shall be
readily accessible to qualified persons with disabilities. When the access needs of
persons with disabilities cannot be anticipated, these needs shall be reasonably
accommodated upon request.

Persons witldisabilities are persons who have a physical or mental impairment that
substantially limits one or more major life activities, who have a record of such an
impairment, or who are regarded as having such an impairment.

Whenever possible, Coconino Cayishall provide auxiliary aids and services to afford
persons with disabilities the fullest possible participation in services, programs and
employment without fundamentally altering the services, program or incurring an undue
financial burden.

1.2
3/4/96
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DISCRIMINATION PROHIBITED



Coconino County is an equal opportunity employer committed to applying the principles
of state and federal ardiscrimination laws to give equal opportunity for all persons
employed or seking employment without regard to race, age, sex, national origin,
religion, color, sexual preference, or disability except in the case of afidena
occupational qualification.

Decisions on employment are based solely upon an individual's qualifications for the
position being filled. Promotion decisions are made only on an individual's
qualifications as related to the requirements of the position for which the person is being
considered. Personnel actions such as compensation, promotions, disciplinary actions,
benefits, transfers, layoffs, return from layoffs, and training are administered without
regard to race, age, sex, national origin, religion, color, sexual preferenicealmtity

except in the case of a befide occupational qualification.

Coconino County makes reasonable accommodations for qualified individuals with
known disabilities unless doing so would result in an undue hardship. This policy
governs all aspestof employment, including selection, job assignment, compensation,
discipline, termination and access to benefits and training.

The County operates within the principles of equal employment opportunity guidelines
as set forth in applicable federal,tsteand local laws and regulations. Coconino

County will cooperate fully with all organizations and commissions organized to
promote fair practices and equal employment opportunity.

Any employees with questions or concerns about any type of discriommathe

workplace are encouraged to bring these issues to the attention of their immediate
supervisor, elected or appointed official or the Human Resources Director. Employees
can raise concerns and make reports without fear of reprisal. Anyonetéooed

engaging in any type of unlawful discrimination will be subject to disciplinary action,

up to and including termination of employment.
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DIVERSITY MANAGEMENT POLICY

ADi versity Management o refers to a broad r ai
that, taken together, create a working environment where individual differences are

recognized and valued. At one end of this spectrum are formal, quantified remedial

plans designed to identify and correct discriminatory employment practices. At the

opposite end of the scale are actions undertaken voluntarily to attract employees with an

array of talents, experiences, and perspectives, and to empower them to do the best

wor k theyobre capable of doing. Because Cocon
excellent customer service to a region that
of Coconino County to take every reasonable action to recruit and retain a diverse

workforce.

Unlike Affirmative Action, which seeks to identify and remedy unlawful discrimination
through the establishment of specific employment goals, Diversity Management utilizes
a variety of management tools to extend employment opportunities tcabflegl

persons within the applicant community. Affirmative Action is a necessary part of this
effort, but it is only one part. Actions taken in good faith, without the threat of a legal
sanction, often advance the values of fairness and equity moréveffetiian
courtmandated remedial programs. The list of activities presented in the Diversity Plan
is not intended as a comprehensive catalog of everything the County does (or may do)
in this area. Rather, the programs and practices identified in thevifodisections

represent the most prominent elements of the Diversity Management activity.

I. DIVERSITY MANAGEMENT PLAN
Coconino Countyodés Diversity Management str at
with the responsibility for implementation distited among various participating

entities. The program is structured as follows:

A. Workforce analysis
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Workforce analysis involves categorizing the employee population by race and gender,
and comparing the percentage of employees in each grougheiitipercentile
representation in the surrounding community. The Human Resources Department
conducts workforce analysis on an ongoing basis as part of the Affirmative Action Plan,
and this data also forms the basis for the diversity management effoAffirhetive
Action Plan stipulates that workforce analysis results are formally reviewed annually by
designated persons and presented to elected and appointed officials. As part of this
process, data regarding the makeup of the County workforce is cahgga@st the
demographic profile of the applicant community. This activity highlights the
effectiveness of the diversity management effort, and may indicate areas where
remedial

2 of

action should be considered. However, even when workforce analysis demonstrates a
positive record of hiring, promoting, and compensating members of protected groups, it
often is useful for elected and appointed officials to consider the broader impboation
community demographics. This is especially valuable when there have been significant
cultural shifts, such as an increase in immigration by a particular group. It is possible
for demographic changes to occur almost without notice, and workforceianalys
enables service providers to more accurately assess the needs of those they serve.

B. Training

Each year, Coconino County makes available to its employees training on a wide range
of subjects, presented both by outside arAdonse trainers. Employees are able to

attend programs on computer usage, management skills development, personal and
professbnal growth, etc. In addition, the County ensures that a significant number of
course offerings are on subjects relating to workplace diversity. These include classes
on civil rights issues such as the Americans with Disabilities Act (ADA), Family
MedicalLeave Act (FMLA), and Sexual Harassment, as well as training on more
general subjects such as Valuing Diversity, Conflict Resolution, Ethics, and Creating a
Positive Work Environment. Because these classes are taught by independent
contractors, the topiaovered by outside class offerings vary from year to year. This
has a generally positive effect, as the
interest in continuing to explore diversity issues in a structured setting.

Countysponsored traing addresses the challenges of managing and working within a
diverse workforce, and of interacting with a diverse client population. These issues are
seen as being particularly relevant to County supervisors and staff, who regularly
interact with membersfdhe various cultural groups that inhabit the Colorado Plateau.

avai
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Al | County supervisors are encouraged to
Academy, which annually provides excellent training on these subjects. Line staff
similarly is encouraged to atté training that focuses on working effectively with

coworkers and clients from diverse backgrounds.

C. Recruitment / outreach

There is no better indicator of an organi zat

than the process by which itlsets its new employees. This is especially true for
Coconino County, where recruitment is a cooperative effort between the hiring
department and Human Resources. Because there are differentiated areas of
responsibility, managing diversity requires coopieraacross the organization. The
Human Resources Department is responsible for ensuring that the overall recruitment
process is free of unlawful discrimination. Careful attention is given to the way job
announcements are prepared and distributed, aadrsog instruments are continually
reviewed to verify their validity and neutrality. The actual hiring decision, however, is
made within the hiring department, which places the ultimate responsibility for
implementing workforce diversity with the electataappointed officials.

Information regarding County employment opportunities is disseminated through a
range of media, including newspapers, the Internet, professional journals, and
publications that target specific cultural and ethnic populatioreddition, Human
Resources staff members work with organizations such as, but not limited to, Goodwill
Industries, the Mexican American Coordinating Council, Diversity Commissions, and
Native Americans for Community Action (NACA) to develop and maintaiaraness

of County employment opportunities among constituent groups. Human Resources staff
members attend job fairs throughout the year at NAU, on neighboring Indian
reservations, and at other locations as appropriate. Every reasonable effort is made to
reach the widest possible audience for each recruitment.

IIl. RESPONSIBILITY FOR IMPLEMENTATION

Successfully creating and maintaining a diverse workforce requires the commitment
and active participation of all involved parties. At Coconino Countyditversity
management effort is a tafpwn process, with responsibility apportioned ommensurate
to the authority and resources available to each person or group. The following
paragraphs present a general overview of the tasks assigned to each level of
acountability.
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County Manager

The County Manager monitors closely the results of the annual workforce analysis and

ot her reports and ensures that information |
program is presented to elected and appointed officials in a group setting omah ann

basis. In addition, the County Manager presents information about each appointed

of ficialbs efforts to enhance diversity. Thi
helping to identify any areas of concern and in encouraging responsible officials to

undertake voluntary actions to improve workplace diversity.

Human Resources Director

As the appointed official most closely involved with the recruitment activity, the

Human Resources Director is responsible for ensuring that the overall progess is

open, impatrtial, and inclusive as possible. This requires constant reexamination of the

techniques used to publicize job openings and screen applicants. Every effort must be

made to ficast a wide neto by semtdréestedy recr ui |
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parties, including groups that may traditionally have been umilered. In addition,

Human Resources maintains a presence at job fairs and community gatherings where
there is an opportunity to inform the public about employment opportunities. To be
truly inclusive, recruitment activities must transcend cultural, social, economic, and
geographical barriers and reach the broadest possible audience.

As important as it is to publicize job openings and encourage applicants, it is not
enough merely to remewvthe barriers that prevent interested persons from applying.

The Human Resources Director must also make certain that the skills, experience, and
educational background used as qualifiers for each job are consistent with the actual
type and level of workeing done. It is necessary to audit jobs and reassess minimum
requirements on an ongoing basis, especially in areas where responsibilities have been
reassigned and/or reorganization has taken place. While properly derived minimum
gualifications will guaratee that candidates for employment possess the requisite skills
to do the job, illconceived requirements may unnecessarily limit the applicant pool.
Given the dynamic nature of todayos workpl a
reconsidered from time tome.

Screening instruments, such as tests and interview questions, should also be scrutinized
for unintended bias. Even when there is no evidence that a test illegally discriminates
against a protected group, it may be inappropriate for the job under considerat
Screening instruments are only of value when they truly select for the competencies
being sought.

Aside from overseeing the recruitment and screening activities, the Human Resources
Director is tasked with preparing the workforce analysis data which the

Affirmative Action and Diversity Management programs depend. To accomplish this
task, a wide range of information about the County workforce is gathered throughout
the year and annually tallied. This data provides a comprehensive look e¢gbptp
workforce as well as the applicant pool. It allows interested parties to evaluate how well
the diversity effort is doing, and it may provide guidance for future activities.

Elected / Appointed Officials

Every County official is committed to recruiting and retaining the best available
employees, and to providing the highest level of customer service. There is abundant
evidence that these goals can only be accomplished by a diverse workforce. County
officials are responsible for utilizing the information from the workforce analysis to
evaluate their own progress, and to make certain that the internal procedures used to
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select new employees are consistent with the diversity plan. They are expected to work
coqperatively with the County Manager and Human Resources to identify and reach all
known potential applicants and to ensure that employment decisions are made fairly
and impartially.

Aside from hiring, promoting, and retaining a diverse group of eneglythe diversity
effort extends to providing County services to a client community that includes persons
from a range of cultural experiences. Providing services effectively and efficiently to
this community mandates the capability of communicatingversé languages, and in
ways that recognize the particular frame of reference of the end user. These needs must
be considered in the preparation of recruiting materials and the selection of new
employees. Moreover, elected and appointed officials mustrtekaccount changes in

the cultural, social, or economic makeup of their client communities. Perhaps most
importantly, public sector managers must recognize that managing diversity is a
process, not an end. The focus of the diversity effort is not atiregea workforce that
exactly mirrors the demographic makeup of the community so much as on creating an
environment where everyone is welcome.

County Employees

In the final analysis, no single person or group can create a diverse organization; nor

can a set of procedures or rules guarantee an inclusive workplace. To succeed, diversity

must be an integral component of the organizational culture, embraced by employees at

all levels. The importance of this understanding is emphasized in the Coconimiy Cou

mi ssion statement, which begins with the ob:
cultureso. Every County employee, at every |
encountered within the workplace with genuine respect and consideration. This

expedation is more than a management policy; it is a fundamental value, essential to

the Countyodés overall success.

Coconino County has a strong record of recruiting, hiring, and rewarding a diverse
workforce. The quality of work done by County employeesa®strates that this is the
most effective way to meet the needs of our client community. No one can predict with
accuracy what challenges the County will face in the coming years, but it is certain that
the best way to prepare for those challenges isubdgtibg on and expanding the
employment practices that have brought success in the past. This will ensure the
effectiveness and success of our County organization in the future. It may be truly said
that our diversity is our strength.
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. AFFIRMATIVE ACTION PLAN

Affirmative Action refers to the actions an employer undertakes to make certain that its
policies, procedures, and employment practices do not result in unlawful
discrimination. Affirmative Action involves the periodic review of all relevan
employment data, and prompt remediation of any problems that are found to exist. The
Affirmative Action

6 of
plan (The Plan) is designed to demonstrate
ensure that unlawful discrimination does not take platieinvihe County workplace.
The foll owing sections present the Countyos

describe the specific actions the County will take to implement that policy, and explain
the responsibilities of various entities within the County.

The Plan includes strategies for evaluating personnel policies, procedures, and/or
employment practices where potential problems have been identified, and/or where
possible underutilization of women and minorities may exist. Programs to identify and
addres these concerns have been put in place at Coconino County. Furthermore, the
Plan describes specific, results oriented procedures which Coconino County uses in its
efforts to achieve full utilization of minorities and women at all levels and within all
segnents of its workforce.

This plan was developed in conformity with the standards of Equal Employment
Opportunity Commi ssionds (EEOC) nAnGuidelines
Act of 196 4 4 CFR&I2248Janaanydl @, ©979), and 29 CFR8180d has

been adopted in good faith, in conformity with and in reliance on those guidelines.

COCONINO COUNTY AFFIRMATIVE ACTION PLAN SECTION
I: COCONINO COUNTY EEO -AA POLICY
STATEMENT

It is the policy of Coconino Couyto consider all qualified applicants for available
positions without regard to race, color, gender, sexual orientation, religion, age, national
origin, disability or veteran status. Advancement to positions of greater responsibility is
based on an indigdual's demonstrated performance.
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Coconino County is committed to the EQUAL EMPLOYMENT OPPORTUNITY
(EEO) POLICY and as part of its Affirmative Action plan will:

T

Recruit, hire, upgrade, train and promote in all job classifications without regard to
race, color, gender, sexual orientation, religion, age, national origin, disability or
veteran status;

™

Base employment decisions on the principles of Equal Employment Opportunity;

™

Ensure that all other personnel actions such as compensation benefits, County
sponsored training, educational tuition assistance, social and recreatiomai®0g



COCONINO COUNTY

g

IPERSONNEL 1.3
lOrigination 3/4/94
IRevision 3/17/98,

POLICY
date: dates:
112/4/00, 5/20/0
Page 7 of 1

shall be administered without regard to race, color, gender, religion, age, national
origin, veteran status and disability;

T

Take Affirmative Action to ensure that minority group individuals, women, veterans
of the Vietnam era, qualified persons withisatbility and disabled veterans are not
excluded from the workforce and that these employees are encouraged to aspire for
promotion and are considered as promotional opportunities arise;

™

Ensure that employees and applicants are not subjected to inikimidad/or

harassment, threats, coercion, or discrimination because they have filed a complaint,
assisted or participated in an investigation or any other activity or opposed any act
or practice made unlawful BYEVRAA 503.60-741.44 (a) and 503.6@250.44 (a).

In keeping with the above commitments and policy, Coconino County will analyze each

year all its personnel transactions to ensure equal opportunity for all individuals.
Management 6s i mpl ementation of the Affirmat.
ary other performance goals.

Coconino County will ensure that the intent and practice of this policy is carried out;
the ultimate responsibility for fulfilling the intent of this policy, however, lies with
every elected or appointed official and supenmvestcall Coconino County facilities. The
plan will be on file and available for viewing during regular hours of operation within
the Human Resources Department, and a copy of the plan will be distributed to all
elected and appointed officials.

SECTION II: DISSEMINATION OF POLICY

This section describes the communication and distribution process used by Coconino

County regarding its EEO/AA policy. The County is committed to making every

reasonable effort to ensure that all current and prospectiveyCennployees are aware

of and understand the Countyds EEO/ AA pol i c)
the plan. To achieve these aims, Coconino County does the following:
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1. The Count y 0 sdisguiminaiion ig statefl oneacmCounty job
announcment, and is included in the weekly newspaper ad listing job vacancies.

2. The Equal Employment Opportunity and Affirmative Action policies are presented
i n Section 1 of the Countyds Personnel Po

i

Page &f 11

workplace harassment and retaliation against persons who report alleged incidents
of discrimination are also presented in the Personnel Policy Manual.

w

Each employee receives a copy of the Personnel Policy Manual, and training
regarding th&eEO/AA program, as part of New Employee Orientation.

»

Elected and appointed officials and supervisors are charged with assuring that all
empl oyees in their organizations are awar e
Employment/Affirmative Action Policy and Pragns.

o

The EEO/AA policy statement is posted on County bulletin boards, and pertinent
state and federal posters concerning equal opportunity are displayed for applicant
and employee information in County facilities and public spaces.

(o2}

. Employees pictureth informational brochures will reflect the diversity of our
employee population.

7. A copy of the Countyds EEO/ AA plan is avai
Department for employee and citizen review, along with copies of recent reports
concerning the makg of workforce analysis and availability analysis.
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8. Elected and appointed officials are responsible for working with the Human
Resources staff to ensure the effectiveness of the Affirmative Action Program.

©

The Purchasing Office incorporates the egumployment clause in all purchase
orders, leases, contracts, etc. as required by law, executive orders, and
implementation rules and regulations.

10.To reach a diverse group of candidates, notice of employment opportunities is sent
to various media outlets, such as minority placement agencies, professional
associations, and publications directed toward minorities.

SECTION III: RESPONSIBILITY FOR IMP LEMENTATION

Coconino County has structured levels of EEO/AA responsibility. Outlined below is a
brief summary of involvement of the County Manager, Human Resources Director, and
elected and appointed officials in EEO/AA activities.

The County Manager hasv er a | | responsibility for the Co
policies. S/he has delegated the responsibility for implementing these policies to the
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Human Resources Director and elected and appointed officials.

Other functional groupssharig i n t hi s responsibility are th
Purchasing Office, and Information Systems personnel.

The specific areas of responsibility are as follows:

1. The Human Resources Director, assisted by the Human Resources staff, implements
and reviews a reporting system to evaluate the effectiveness of the EEO/AA effort.

2. The Human Resources Director, assisted by Human Resources staff, works to
identify possiblegproblem areas on an ongoing basis. When an area of concern is
identified, the Human Resources Director brings the matter to the attention of the
County Manager, who contacts the appropriate elected/appointed official(s).
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. Elected and appointed officialaé supervisors work closely with the Human
Resources Director and Human Resources staff to develop plans of action and
correct identified problem areas.

. Working as a team, the Human Resources Director, the County Manager, and a
representative fromtheCou v At t orneyds office annually
EEO/AA program, monitoring the effectiveness of any corrective actions taken and
evaluating overall progress.

. With guidance from legal staff, the Human Resources Director receives,

investigates, andssists line managers in the resolution of internal and external

di scrimination complaints/ charges. Within
involving County employees; fmployveesr nal 0 r ef
who interact with the Coupt The Human Resources Director manages the EEOC /

NHRC Charge Investigation Process and the Department of LabBCCP AAP

Desk and Onsite Compliance Review Process.

. Elected and appointed officials are encouraged to make themselves available to all
ctizens including womendés organizations an

. Elected and appointed officials and supervisors may assist in the identification of
problem areas and the development of remedial plans wherever appropriate.

. Elected and appointedfwials and supervisors meet regularly with the persons
designated to manage the AAP to be certain
being followed.
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9. The Human Resources Director ensures that the procedures used to screen
applicants do not discriminate against any protected group.

10.The Human Resources Director and Human Resources staff advises elected and
appointed officials and supervisors regardederal regulations requiring posting,
non-segregated facilities, etc.

One of the criteria considered when evaluating the work performance of appointed
officials is their effort to ensure Equal Employment Opportunity within their area of
responsibility Elected officials are also expected to support this effort in the
performance of their duties.

11.Elected and appointed officials and supervisors are charged with preventing
harassment and/or intimidation of employees because of race, color, religion,
natonal origin, gender, age, disability or veteran status.

12.Information Technologies assists with the dissemination of information regarding
County employment opportunities and EEO/AA policies. The County website shall
present this information as wellasa at ement concerning the Co
commitment to encouraging diversity within its workforce.

13.The Purchasing Office ensures that all contractors and suppliers are informed
regarding the Countyds EEO/ AA policies.

SECTION IV: WORKFORCE ANALYSIS

The successful i mpl ementation of Coconino C¢
careful, ongoing analys of the demographic composition of the County workforce.

Before any conclusions may be drawn concerning the representation of minorities and

women in the County workforce, responsible parties must have access to a range of

current, accurate demographatal To accomplish this, information is gathered

throughout the year concerning the overall makeup of the County workforce as well as

the dispersion of protected groups among various job groups and salary ranges at

different job sites. This information teen compared to the availability of qualified

candidates in the surrounding community to identify areas where possible under

representation may exist (Section V).



Workforce analysis is done as a tyart process. Part | of the workforce analysis looks
atthe total number of employees in each of the government codes by race and gender,
with each job title ranked from the lowest paid in each department (or in the appropriate
organizational unit). The second section of the Workforce analysis containagdisti

each job title in each County work site in each of the EEO government categories, by
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job group, ranked from the lowest paid to the highest paid. Where there are separate
lines of progression, a separate list detailing order of psegne and supervision is

included. This information is compiled for each Department. Where the data considered
in Part | pertain to the County workforce as a whole, the information presented in Part

Il pertains to individual functional units located thrbogt the County. Both types of
information are needed to accurately assess how protected groups participate within the
County workforce.

SECTION V: JOB GROUP ANALYSIS / AVAILABILITY
ANALYSIS

JOB GROUPS AND AVAILABILTY FIGURES

In order to determine whether a particular group of people may be underrepresented
within a specific area of employment, it is necessary to determine how many members
of that segment of the population are available aradified for hire. This process,

called Job Group Analysis/Availability Analysis involves identifying job groups and
reviewing applicant data. The job groups used to conduct the availability analysis are
created by combining jobs with similar work, contemaige rates and opportunity for
advancement. The availability data are developed by calculating the percentage of
gualified applicants for these jobs who are members of various population groups.

Separate availability figures are calculated for nitres and women for each job

group. In performing the required availability analysis, Coconino County considers and
gives appropriate weight to each of the eight factors specified in 41 GER 80.
Supporting data for these calculations is maintainesiterand is available to

authorized persons, including OFCCP auditors, upon request.

DETERMINATION OF UNDERUTILIZATION

Underutilization refers to a situation where the number of people from a specific
segment of the population who are hired for a joQroup of jobs is disproportionately
lower than the number of qualified applicants from that segment of the population. The
utilization analysis required by CFR 41-80L1b is calculated annually by the Human
Resources Department and is available for vigwipon request. Underutilization of
minorities and women is determined in accordance with federal guidelines

Coconino County

GENERAL
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IMMIGRATION LAW COMPLIANCE

Coconino County only employs United States citizens and foreign nationals
who are authorized to work in the United States; Coconino County does not
unlawfully discriminate on the basis of citizenship or national origin. This
policy applies to all fultime, parttime, and temporary employees of Coconino
County.

In compliance with the Immigration Reform and Control Act of 1986, each new
employee must complete Section 1 of #.eHorm no later than the first day of
employment and presedbcumentation establishing identity and employment
eligibility within the first 3 working daysFormer employees who are rehired
must also complete the form if they have not completed%Rdrm with

Coconino County within the past 3 years, or if theayous 19 is no longer
retained or valid. Human Resources will verify and maintain the documents in
accordance with retention schedules. Employment with Coconino County is
contingent upon satisfactory completion of the verification requirement.

Employees with questions or seeking more information on immigration law
issues are encouraged to contact Human Resologdoyees may raise
guestions or complaints about immigration law compliance without fear of
retaliation. If you believe you have beenadisiinated against during the
verification process based upon your national origin or citizenship status, see
WWW.0SC.gOV.
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1.5 RECRUITMENT, EXAMINATIONS AND ANNOUNCEMENTS OF
VACANCIES

Co

conino Countyds recruitment and selecti

employment of a diverse, quality workforce and to ensure conformance to various
Federal and/or State rules, regulations, laws, and statutes. Efforts to recruittearfdida
County employment are planned and carried out utilizing practices that ensure open
competition. County vacancies will be filled by promotion whenever possible. Such
promotions may occur in or between departments.

A. ANNOUNCEMENT OF A VACANCY

Upon receipt of request for staff from a County department, Human Resources will
prepare and post the announcement. In generafuse announcements will be

posted for six days; outside announcements and simultanebasse and outside
announcements Wie posted for at least ten calendar days. If a job posting is for a
position that is grant funded, the announcement must state that the position is grant
funded and that continued employment is contingent upon available funding.

Newly created posibns (a norbudged position) must be approved by the Board of
Supervisors prior to being filled. Once approved, the recruitment process outlined
will be followed.

Following the announcement of vacancy, applicants may apply online through the
County welsite, www.coconino.az.gavlf an applicant is unable to apply online, a
paper application will be provided by Human Resources.

Applications must be submittedth Human Resources and received, postmarked or

faxed on or before the closing date as designated on the vacancy announcement.

B. TESTING/EXAMINATIONS

Pagel of 3
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Examinations will be practical in nature, and constructed or designed to evaluate the
knowledge skills, and abilities of the applicant for the particular type of work usually
assigned to the classification specification or position for which they are being
examined.

All applicants will receive equal treatment and be evaluated impartially and

objectively.

A certification list of employees meeting the minimum qualifications will be valid for

a sixmonth period from the closing date.

For all positions, the Department Director may designate the number of applicants to
be irterviewed. Individuals meeting the definitions in A.R.S:432 for civil service
preference will receive five or ten points in addition to those assigned during
screening. This preference is added to the final rating if the individual has already
been fomd to meet the minimum qualifications for the position. No person eligible

for preference pursuant to this section shall be allowed more thaspaiten

preference. This preference is given for entrance examinations;imot e

promotional opportunities

The recruiting department is responsible for checking references and investigating

the candi datebdés education and wor k histor

check public court records on top candidate(s) on the following web page:
http://apps.supremecourt.az.gov/publicaccédke results of these checks and
investigations indicate the falsification of material factthe application, the hiring
department shall inform Human Resources in writing.

The hiring departmentdos selection must
applicants (Exception: See Provisional Appointment (Underfill), Section 1.6.

When a candidatis a relative of a current employee, Section 4.1 Paragraph F
Employment of Relatives will apply.)

Page2 of 3
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C. AMERICANS WITH DISABILITIES ACT (ADA) AND THE HIRING

PROCESS

Coconino County will provide an equal opportunity for all individuals, including
those with disabilities, to participate fully in the hiring process and to be considered
for positions for which they are qualified. Testing for disabled persons will be
rea®nably accommodated, if requested.

The hiring department will ensure that
position are considered without regard to any physical or mental impairment. The
recruitment and screening process will focus on the ability of the applicant to
perform the essential functions of the position with or without a reasonable
accommodationWhen requested, reasonable accommodation will be made to enable
a qualified individal with a disability to perform the essential functions of the
position. Before making a determination regarding an appropriate reasonable
accommodation, the Department Director must contact Human Resources.

All documentation resulting from the condwdtan interview process must be
retained by the hiring department for the period of time designated by the Arizona
State Library, Archives and Public Records, record retention schedule.

Essential functions will be indicated on the job posting. Safetyithee positions
will be indicated on both the classification specification and the job posting.
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1.6

APPOINTMENTS TO COUNTY SERVICE

All hours worked by employees are monitored in compliance with Affordable Care Act
Initial and Standard measurement periods.

If an employee works for twenty or more hours per week for twenty or more weeks in a
fiscal year, they must become a membehefArizona State Retirement System, or other
applicable plan.

Benefits, including health benefits, are dependent upon the number of hours the position is
scheduled to work and the number of hours approved by the Board of Supervisors.

A. REGULAR AP POINTMENT

Employees regularly scheduled to work 30 hours or more per week schedule are
eligible for health benefits.

1. Regular 30 Hours or More
Regular fulttime employees are those who are not in temporary or probationary
status and who are regularly scheduled to work the County's 30 or more hours per
week schedule. Generally, they are eligible for the County's health and benefits
package, subg to the terms, conditions, and limitations of each benefit program.

2. Regular 29 Hours or Less
Regular partime employees are those who are not assigned to a temporary or
probationary status and who are regularly scheduled to work 29 hours peless
week work schedule. Regular ptirhe employees are not eligible for health
benefits provided by the County. Regular fisme employees are eligible for
some other benefits provided by the County, subject to the terms, conditions, and
limitations ofeach program. Some benefits may be provided on a prorated basis.

B. TEMPORARY HOURLY APPOINTMENT

A temporary appointment is an appointment into one of the three sub catbgtoies
for a time period of initial appointment of six months and not to exceed 12 months:
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seasonal, variable hour temporary, or {iane temporary. A temporary employee
may be dismissed without cause and no appeal may be made.

1. SeasonaTemporary Appointment
A seasonal temporary appointment shall be an appointmelatstiog longer than
six months for a customarily seasonal work activity. A seasonal temporary
employee may be called upon to work in excess of 40 hours per week (80 hour
per pay period) during the season. These appointments may be made from a
certification list or by approval of the Human Resources Department that the
applicant meets the minimum qualifications. An employee in a seasonal temporary
appointment is genetglnot eligible for health benefits at job inception.

2. Variable Hour Temporary Appointment (Temp On-Call)
A variable hour temporary appointment shall be an appointment with an
undesignated schedule an employee that, based on facts and circumstdhegs o
start date, it cannot be determined whether the employee is reasonably expected to
work on average at least 30 hours per week. An employee in this category is
generally not eligible for health benefits at job inception.

3. Part-Time Temporary Appointment
A parttime temporary appointment shall be an appointment not lasing longer than
six months for an employee scheduled to work less than 30 hours per week. A
parttime temporary employee is generally not eligible for health benefits. An

employee in this d¢agory is generally not eligible for health benefits at job
inception.

C. TEMPORARY EMPLOYMENT TO REGULAR EMPLOYMENT

The employee probationary period shall start with the date regular appointment is
given, which is the employeebs official
benefit package, subject to the terms, conditions, and limitations of each benefit
program

Page? of 4
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D. OTHER APPOINTMENTS

1. Limited Appointment
Appointment to a position for a specific project of six to thsity months in
duration is dimited appointment. An employee on limited faiine appointment
may be terminated with or without causeany time during the limited
appointment period. An employee on a limited-futie appointment cannot
appeal any action to the Employee Appeals Board. -dffagights and
reemployment will only be retained within the project. The benefits associated
with a limited appointment are dependent upon the number of hours the position is
scheduled to work and approved by the Board of Supervisors.

2. At-Will Employee
Employees who hold a position in the County which has been designated as AtWill
because ofite nature of the appointment and/or responsibilitiesWA
employees are excluded from coverage under the appeals process. These
empl oyees ar-&vi empl agpdde mpt oyment may |
party at any time without cause.

3. Grant Funded Appointment
A department may hire a grasiatus employee provided the grant funds are
available for salaries and benefits,
employment shall be for the duration of the grant. Employees on a full time grant
appointment may be eligible for health benefits if they are regularly scheduled to
work 30 hours or more per week.

4. Provisional Appointment (Underfill)
When a vacancy is to be filled and there are no qualified applicants, the hiring
Department Director may request the Human Resources Director to approve that
the position be unddilled. The appointment to the lesser position is a provisional
(underfill) appointment and the individual hired may be promoted to the original
higher classification when the higher minimum qualifications are met.

5. Emergency Appointment
An emergency appointment shall not exceed 30 working days in duration and is
nonrenewdle. Emergency appointments must be approved by Department
Director. Emergency appointments are ineligible for paid leave or insurance.
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E. RE-EMPLOYMENT

A regular County employee who resigns in good standing may be eligible for
reemployment, provided the individual (1) was a regular employee, (2) has not been
reemployed before, and (3) worked for the County continuously for at least one year.

Thereatfter, if that individual is re -hired by a County department through open
competition effective within one year of the previous termination date into a regular
position, they are eligible for vfemployment privileges, as follows:

1. Accrualof vacation leave for immediate use at the rate of accrual attained

during previous employment. This does not mean original date of hire will be
reinstated for purpose of calculating vacation. See Coconino County Personnel
Policy 6.2, Paid Sick Time, ragding the conditions for reinstated paid sick

time.

. Restart of health benefits at the beginning of the next enrollment period.

. If an employee is remployed in the same department and classification that

they resigned from, the Department Director may request that the County
Manager approve the-employment at same salary they were paid at time of
resignation. All such requestsust be reviewed with the Human Resources
Director prior to forwarding to the County Manager.

An employee who resigns employment and ismgloyed within six months from

date of separation shall retain their original hire date. All othenmgloymenshall
maintainthe date of remployment as the date of hire. A person semg@loyed shall

be subject to the successful completion of a probationary period in all other respects.

F. LATERAL TRANSFER

A transfer occurs when a regular employee rsdvem one position to another within
the same job classification, but changes cost centers or departments. A new

probationary period must be completed successfully unless the transfer is in the same
department.
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2.1 CLASSIFICATION PLAN

The Human Resources Director is responsible for the establishment and maintenance of
the Classification Pl an. Each position in
specificationodo ( cl as sthesegpensibilities of phs withie thaar al | vy
classification. A class spec will include the classification title, a description of the

position, and a general list of tasks performed by individuals within the class. The
specification also lists the knowledgkijlls, and abilities one must have to do the job,

and the minimum qualifications for employment within that classification. The list of

typical duties in a class spec is not meant to bmallisive or restrictive. Rather, it

serves to illustrate the lel/of work that someone within that classification could be

expected to perform. Individual employees may not perform all of the duties listed in

their class specs; however, they may perform tasks at the same level which are not listed

in the spec.

All County positions in classified service are allocated to the appropriate classification

range along with other, similarly rated positions based on nature and level of duties and
responsibilities. This uniform, equitable, Adiscriminatory Classification Bh is the
foundati on upon which the Countyds compens

The Human Resources Director is responsible for creating class specs and ensuring that
each classified County position is appropriately classified and assigned to a single salary
range within the compensation system. Department directors are responsible for
ensuring the positions under their direction correctly reflect the duties, responsibilities
and essential functions being performed in each position.
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2.2

JOB RECLASSIFICATION

The term Areclassificationd denotes the
different classification specification because permanent substantial changesdui¢is

and responsibilities of the position have rendered the present classification specification
inaccurate. A reclassification review may occur due to a vacancy, a department or
division reorganization or a change in significant duties and respatiessbdf more than
twenty percent of the position.

The Human Resources Director, working with the requesting Department Director and
the Countyds Position Evalwuation Review
reclassifications as necessary, based upon a study of duties, responsibilities and
gualifications. Reclassifications cannot be considered fegvaluation until a period of

12 months has passed since the position was last evaluated.

Although a reclassification may result in a position being moved into a higher salary
range, this is not always thase. Reclassification actions may result in any one of the
following scenarios:
1. Reclassification of position to higher salary range.
2. Reclassification of position to lower salary range.
3. Reclassification of position to different classification, sasalary range.
In all the above scenarios:
0 The incumbent must meet the minimum qualifications of the reclassified position.
o Theincumbent shall retain their current service dates for purposes of performance

evaluations and merit increases.

Upon notification of the approval of the reclassification, Department Directors are
responsible for notifying the employee of the final tessaf the reclassification request

pr

Co



and submitting the Personnel Action Form to Human Resources if a change is
determined.
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COMPENSATION

It is theintentof Coconino County testablish @ompensatioplanthat provides for
equitable pay practices for all employees and enables the County to attract and retain
highly qualified employees. The County
recognize and rewar d e d&ediganzatipn anodytogpodid®e C 0
competitive salaries, based upon madatditions andn consideration of budgetary
constraints.

A. SALARY STRUCTURE

Every County employee shall be paid within the salary range established for their
classifcation Each salry range includes a series of pasis defined to have
comparativeralue, even though the personnel in these positions might perform very
different types of functions. The minimum amount of the salary range is the base
salary for all jobs within that tagory and the maximum of the range is the upper
limit that employees within thaategorymay receive. The Human Resources
Director is responsible for developing, maintaining, and administering the salary
structure.

B. COMPENSATION
1. Hire Rate

a. Entry Salary: Generally, initial apmtments shall be made at the minimafmn
the assigned salary range for the position.

0s
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b. Above Entry Salary: AMepartment Directomay offer an applicant a salary

up to5% above entry level without HR approval. Requést$% or more
above entryill be approved by the Human Resources Direbased upon
the following factors:

o The percentage of salary is cobmmensu
experience beyond that requdrm the minimunqualifications;

o0 A review reveals that no inequity to present staff would occur as a resul
of the above entry salary; and,

o There is sufficienfundingi n t he hiring departmentd
budget to accommodate the proposed salary both in currefutanel
yearsas verified by the Finance Department.

Documentation substantiating the above
application, must be provided to the Human Resources Director for approval
prior to making a job offer.

In some instancesdditional education and training beyond what is required
in the minimum qualifications may substitute for experience in any category if
it is directly relevant, as determined by the Human Resources.

Requests for an above entry salary of 16% or more baugpproved by the
County Manager with consideration of the factors identified above. All such
requests must be reviewed with the Human Resources Director prior to
forwarding to the County Manager. When an entry salary of 16% or more
above the entry leVés requested, the Human Resources Director will consult
market data for use in evaluating the request.

The Department Directonas the flexibility to add the approved amount over
entry to the employeeds sal arog at t he
upon completion, of thmmitial probationary period.

c. Below Entry Salary: Applicants whose qualifications are less than those
required br the position may under fifl position commensurate with the
i ndividual 6s qual i f iDemtment Diectomayl n t hi s
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Policy Exceptions:
Temporary employees
Unclassified Positions
Volunteers

make a request for appointment below the minimum of the range. The
position may be unddilled only upon prior approval of the Human
Resource®irector.Please refer tBersonnel Policy 1.6 Appointments to

County Service.

d. Re-Employment Salary An employeemeeting the reemployment conditions
outlined inPersonnel Policy 1.6 Appointments to County Sermeg receive
the same salary that wheing paid athetime of resignationAll such
requests must bapproved byhe Human Resources Director

2. Pay Adjustments

a. Market Adjustment:The Human Resources Direcisill review market data
periodically and compare the Coconino County salary structure with those of
other employers within the market. Based uffos data, the Human
Resources Directawill recommend changes in the salary structure as
appropriate to ense that Coconino County salaries remain competitive.

A Department Directomay request a market study of positions within their
department based upon specific circumstances, such as difficulty recruiting or
retaining employees. Human Resources will catdhe requested review

and may recommend possible solutions when such actions do not conflict
with established policy and are considered to be in the best interest of the
County. All salary changes resulting from market studies are subject to
subsequenteview and revision in light of further developments in the market.

A change irsalary rangeloes not necessarily mean there will be an
adjustment for individual employees. Any changes madaltry range
must be approved by the Board of Supervisors.
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b. Performancé/lerit Increase: Performanceeérit increases are based upon
annual performance evaluations. Thedglines for funding
performance/merincreases and the amount of the increase are reviewed
annually by the Board of Supervisors during the btiggacess.

I n addition to the r evagrallperf@maacebe t hat
rated at tk qualifying levefor the recommended performance increase, the
following criteriamust be met

o The employee must have successfully completeéthal probationary
period in their present position;

o0 The employee must not currently be on administrative probation;

an

o Theamount of the increase cannot resul

exceedinghe maximum salary of the range; and

o Theincrease mustanform to the guidelines approved by the Board of
Supervisors, and must be approved byDkepartment Director

c. Promotion: When a County employee applies, competes, and is selected for a
different paition at a higher salary range, the Department Direnty
recommend a salary increasefollows:

olf the employeeds current pay rate
increase of up to 10% may be recommended; and

ol f the employeebds current pay rate
increase in accordaneath the Entry Salary provisions of this policy may
be recommended.

In both cases, the following criteria must be met:
0 Human Resources recommends a minimum of 5% promotional salary

increase, but, notwithstanding the below, an adjustment of all&8st
must be provided;
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o Under no circumstances c a&utthet he empl o
maximum of the new range; and

o0 A review by the Human R®urces Directoreveals that no inequity to
present staff would occur as a result of the above entry salary

d. Lateral Transfer: When a County employee applies, competes, and is selected
for a different position at an equsdlary rangethe Department Directanay
recommend a salary increasfeup to 5% provided the following criteria are
met:

0o Undernocircumstanes can the empl edtheeds new s
maximum of the new range; and

o A review by the Human R®urces Directoreveals that no inequity to
present staff would occur as a result of the above entry salary

e. Demotion: When aemployee acceph differet position in dower salary
ranget he empl oyeeds salary will be adjus
the new salary will be calculated by the Human Resources Diredtorwill
give consideration to the new pay range, departmental equity and current

salary The salary decision wil/l recogni z
grade and complexity within the County and willdzesed upon the following
guidelines:

o VoluntaryOpen Recruitmest If the employee applies, competes, and is
selected for a lower position during an open recruitrttenDepartment
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Director may consider the following salary options taking into

consideration budget capacity and internal equity:

1 The Department Director magcommend an overall decrease of a set
percentage or a percentage decrease per each pay grade decrease. This
decrease may not be below the minimum of the new salary range;

1 TheDepartment Director may recommend gémeployeé s new s al

becal cul ated by wusing
salaries;

the Countyo

1 The Department Director may recommend that the employee has the
same salary position relative to the midpoint in the new salary range as

they had in the higher salary range; or

1 TheDepartment Director may recommend #reployee be retained at
the same salanate held prior to the demotion as long as it is within

the new salary range.

o Voluntary/Without Open Recruitment (within departmént a vacancy
exists andan employee makesvaitten request for actuntary demotion
within theircurrent department, tH2epartment Directomay male the
demotionwithout an open recruitmenpondeterminatiorby the Human
Resources Director théte employee meets the minimuwmualifications.
In this situation, the salary options described above will apply.

Regardless of the option chosdreenp | oy ee 6 s

ovust bee n t S a

reducedf it exceeds the maximumwf thenew range. Further, all of the above
options for voluntary demotion aseibject ¢ the approval of the receiving
Department Director and revidvwy the Human Repurces Director to
determinghat no inequity t@resent staff would occur and that there is

adequate budget capacity.

o Involuntand If the employee is being demoteat discipinary reasons
(see Personnélolicy 4.6,Disciplinary Procegstheir salary nust be
reduced a minimum of 5% or to the previous rate if the employee is
returning back to a previously held position. The reduced rate must be
within the newsalary range ando inequity to staff will result.

f. ReclassificationReclassifications are intended to evaluate the growth of a

position, not a personos

capacity.

ar
S {

| ar

Wh i
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result in a pay adjustment for the employee, it is not medrg tomechanism
for obtaining salary increasedhenanemppe e 6s posi tion i s r
perPersonnel Policy 2,Job Reclassificatigrihe pay rate will be determined
subject tahe following guidelines:

T The empl oyeebds cur rrethetrange afthemeat e mus
reclassified position;

T I'n cases where the employeeds curre
salary range, the Department Director may recommend that the salary
be calcul ated by wusing the Countyads
salarieor by ensuring that the employee has the same salary position
relative to the midpoint in the new salary range as they had in the
previous pay range.

1 Pay adjustment requests as a result of a reclassification will be
reviewed on a cadey-case basis and amval will be based on
consideration of factors such as internal equity, departmental budget
capacity, and alignment with the Above Entry Salary provisions of this

policy.
1 In cases where a position is reclassified to a lower pay grade, the
empl oyeebs salary wil!/ be reduced f

provisions of this policy as outlined above.

g. Equity AdjustmentsOccasionally, it may be necessary to adjust an
employe 6s salary to accommodate changes
status or market conditions. To initiate this process, Erepartment Director
in the affected department must submit a request for review to the Human
Resources Director, who will revietlie request, conduct any needed
research, and recommend appropriate action. In recommending any change to
an employeeds salary, the Human Resour
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equity is maintained within the department and across the organization. Al
equity adjustments o an empl oyeeds salary must
Resources Director.

3. Overtime/Compensatory Time

Overtime hours are defined as only those hours which an employee is required or
permitted to work in excess 40 hours in a work week. Vacation leayaid

sicktime, paidtime off, paidholidays bereavement leavanduse ofotherpaid

leave accrualsuting the work weekdo count toward th&é0-hour work week for
determining the number of overtime hou@n-call or standby hours do not count

as hours worked for determining the number of overtime hours.

When this policy refers to compensation for emgples, it does not distinguish
between compensatory time and money, but refers to Idothexempt
employeesvorking over40 hours pework week shall be compensatigdone of
the following ways:

0 Monetary: salary earnett the rate of one and oihalf times the regular
rate of payfor number of hours worked over 40; or,

o Compensatory (comp) time: time earned at the rate of one aruatirfer
number of hours worked over 40.

a. Approval of OvertimeOvertime work is allowable only when expressly
authorized by the supervisor Department DirectorDepartment Directors
are responsible for the management of the overtime in their department based
on organizational need and budgetary restrictidf@n-exempt employees
must be compensated for all hours worked. ldgampt employees covered
by FLSA may not waive their rights. Engylees who disregard this policy
will face appropriate disciplinary action.

b. Overtime for Exempt Employees: The FLSA does nquire that exempt
employees be paid for overtime worked. Because of the nature of their work,
responsibilitiesand compensation, exempt employees do not receive
overtime pay. The employees in these classes are expected to know and
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understand the work artgine required of them and shall be allowed
reasonable flexibility in planning and accomplishing work assigned to them.

c. Declared Emergencies: If an emergency is declared that causes exempt
employees to work extraordinarily extended workdays, exempt engdoye
shall be compensated with a premium pay. Premium pay for exempt
employees during a declared emergency is calculated at straight time hourly
rate of pay for pay of hours worked overi@urs in a work week in response
to the emergency. This section ki@ applied consistent with the Federal
Emergency Management Agency (FEMA) Labor Policy. faampt
employees shall receive overtime compensation as outlined above.

d. Compensatory Time Cap: Employees may accrue a maxim8mhafursof
compensatory timdPublic Safety employees are exempt from this

compensatory time cap. Employees working on a contract or grant may earn
compensatory time only in accordance with the terms of the contract or grant,
only if authorized by the supervisor in advance, and otignifunds are
available in the grant. Once accrued, compensatory time must be used prior
to vacation time.Any accruals beyon80 hours require the approval of the
Human Resources Directand will be considered on a cdsgcase basis.

The request to thtHuman Resources Directshould be accompanied by
specific justification of the need for exceeding the maximum acbalahce

. Compensatory Time PayolBeparatinggmployees will be paid in full for all
accumulated congmsatorytime in their final paychecks.

Employees who change position or FLSA st§pusmote, demote, transfer,
etc.)shall be paid for all accumulated coemsatorytime upon transfer as
follows:
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o The payout is at the expense of the department from which they ar
transfered;

o The comgnsatorytime is paid out at thete of pay prior to the change;
and;

o In addition to the compensatory time pay out reasons listed above,
employees working on a contract or grant who have earned compensatory
time shall be paid out jar to the end of the contract/grant funds, or when
leaving a contract/grant funded position, to ensure the compensatory time
is paid out of the contract/grant funds under which it was earned.

4. Hours of Work

The regular work week fdull-time County employees is 4@urs, occurring
betweerSaturday and FridayModifications to this provision, to provide

essential County serviceamay be made subject to any applicable federal or state
statutory or constitutional limitations relatibg hours of work. Flexible

scheduling is the prerogative of tBepartment DirectoHours of attendance

shall be maintained as specified by the Finance Department, and must be
approved on a biveekly basis.

Any falsification of individual time records or payroll documents by any County
employee will result in disciplinary action up to and includieigmination

a. Lunch PeriodNonexempt employeesn a regular work wdemayreceivea
minimum of a onehalf hour unpaid andork-free mealperiod.Exceptiongo
this provision, for the purpose of providirggsential County services, may be
made subject to any applicable federal or state statutory ortatinstl
limitations.

b. Rest PeriodRest perioder breaksare not required by FLSA or by any other
Arizona labor lawPaid break periods, if any, are at the discretion of the
Department Directorbut will not exceed fifteen minutes in any consecutive
four-hour period.

c. On-Call or Standby Duty: Certain County departments requireatiror
standby duty on a mandatory basis among employees in designated job
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classifications. Ostall status requires the employee to restrict theidatl
activities to be available for dutthey must be accessible, available and able
to report for duty if called. An employee who is designated asatins
required to carry a cell phone and/or respond within a designated amount of
time and may not consume alcohol.-Gall employees are natquired to
remain at or close to a County work site. Overtime eligible employees, or
nonrexempt employees, are eligible for-call or standby pay. Qoall or
standby pay will be paid to neaxempt employees on an hourly basis at the
rate of $1.00 per hou Oncall or standby time for neaxempt employees
will not be counted as hours worked. If the employee actually is called to
perform work, time spent responding to that call is considered to be work
time.

5. Travel Time
Fornonexempt employees, whether travel time is counted as hours worked
depends upon the kind wavel involved. Commuting is defined aglinary
travel between home and work before or after regular working hawndigs not

counted as hours worked.

a. Thefollowing types of travel are not considered as hours worked:

o Travel to and from the work site(s), regardless of whether the work site is
the usual place of work or a temporary field location.

b. The following types of travel are considered houosked:
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o Travel during regular work hours as part of @e u n pripcipal activity
(work peaformed for the benefit of theddinty), as approved by
supervisor;

o Travel back to a work site by an emp
work and is being dked back to additional work, typically due to an
emergency or need fitl in for an absent cavorker; and,

o Travel to trainingmeetingsvhichared i rect |y rel ated to t
work and are approveloy thee mp| oyee6s supervisor.

Exceptionscan be radeon a caséy-case basis These willrequire approval by
the HUImanResource®irector and documentation from the Department @oe
requesting the exception widke kept in HiImanResources

6. Occasional or Sporadic Work

An employee cannot do work for the Couimtyaddition to or outside dheir

regular job assignmentinless the County is prepared to add additional hours to
the employee's regular work hours in determining overtiompensation.
According to FLSAthere are somexceptiors:

a. The additional works parttime. An employee cannot hold two ftiine jobs
with the County in the same wowkeek or work period unless the hours
worked in the two jobs are totaled in determining timpleyees overtime
compensation;

b. The additional works on an occasional or sporadic basis. If the work is
occasionglfor examplevork performed in connection with seasonal
activities it may be excludable even if regularly scheduled. However, if the
additioral work does not occur on an occasional or@easbasis, it must be
sporadic;

c. To qualify for the exception, the occasional or sporadic work musbliedy
at the employee's option; and,
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d. Occasional or sporadic work must be in a capacity different fiem t
employee's regular work with the County.

7.  Miscellaneous Compensation

a. Holiday Pay All regular and probationary employees in an agtiag status
receive holiday pay for established County holidays and in accordance with
A.R.S. § 38608et seq

Eligible regular fulitime employees will receiv@ hours of holiday pay at

their regular rate of pay, regardless dfare the holiday falls in thework
week.Non-exempt, @ll-time, regular employees required to work on a
holiday will be compensated fbours worked at their regular rate of pay plus
8 hours of holiday pay at their regular rate of gdgn-exempt, arttime
employees will receive the appropriate{pabed amount. Employees working
a flexible schedul&ill have to use vacation hours or ca@npatory time to
make up the difference between gieours of holiday pay and their actual
scheduled hours.

b. Acting Pay:Coconino County recognizes the periodic need to fill a vacant
position with a current employee when no other candidatensdiately
available or to provide a replacement for an employee who remains on the
payroll, but is on an extended, approved leave of absBepartment
Directors may submit a written request to the Human Resources Director
outlining the need for actingay and identifying the proposed temporary
appointment of an employee assumingdbtes of a vacant positiom the
case where the vacancy is a Department Director position, the County
Manager may appoint an employee tmperarily assume the positiohhe
designated employee will be entitled to receive a 5% adjustment in pay while
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performing the additional designated tashsextenuating circumstances, the
County Manager may approve an amount over 5% or an extension of the
assignmentln order to recefe the increased compensation, the following
conditions must exist:

o It must be anticipated that the vacancy will last for a minimum of 30 days;

o The salary range for the vacant position must be at least one level higher
than that of the designated empleyé s r egul ar posi ti on;

o The additional duties the employee will assume shall require significantly
more responsibility than the tasks

o The additional, higher level duties make up 20% or more of the
empl oy e e 0 sisibditees duryng theeagppirtment;

In addition to the above conditions required to receive Acting Pay, the
following additional terms apply to all temporary appointments:

0 The employee appointed must be willing to accept the additional duties;

o An employee filling a temporary appointment will not be guaranteed
permanent assignment to that position;

o Acting pay may not be in excess of one year;

0 Acting pay may be terminated at any time at the discretion of the
Department Director or Counianager; and

o When the employee resumes their regular duties, due to the vacancy being
filled or as otherwise determined by the Department Director or County
Manager, the employee will return to theegular duties and rate of pay.

Acting Pay may be rotad between different employees to promote employee
growth, as long as each employee meets the criteria outlined above for each
appointment period (for example, each appointment must be greater than 30
days).

(0]
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The Human Resources Director shall reviewedjuests for Acting Pay to
ensure the terms and conditions noted in this policy are met prior to providing
authorization.
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CODE OF ETHICS

This policy has been moved to Section IV: Employee Problem Resolution Process and
is currently named fAPolicy 4.1 Code of Ethioc
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3.2 AUDIO COMMUNICATION

A.

COUNTY TELEPHONES FOR PERSONAL BUSINESS

Use of County telephones for personal business must be limited to infrequent and
brief local calls which are in accordance with department policies. Elected or
appointed officials are within their right to limit the number and length of personal
calls to k& made or received by their employees because of the work time involved,
and the inconvenience to the public caused by tying up telephone lines. Department
policies should be clearly defined and applied equally to all department employees.

VOICE RECORDING

In an effort to encourage open and honest workplace communication, as well as
protect confidential information and employee privacy, the use of recording devices to
record a conversation, communication, or meeting is prohibited unlgsssiins

who are being recorded are informed of the recording and explicitly consent to the
recording in a manner that is presented
includes, but is not limited to, video recorders, and audio recorders, includinigrcell

and smart phones.

The purpose of this policy is to eliminate the possible chilling effect it can have on the
expression of views that may exist when one person is concerned that their
conversation with another is being secretly recorded. This nooaa inhibit

spontaneous and honest dialogue especially when sensitive or confidential matters are
being discussed.

Any violation of this policy may result in disciplinary action, up to and including
dismissal.

1. Courtroom Recordings
This policy des not affect, amend, or supersede the Arizona Supreme Court
Rule 122, which governs video and audio recording conducted in Coconino
County courtrooms, or A.R.S. 8321, which provides for recording of
public meetings.

2. Authorized Recordings
Any andall authorized recordings made by employees shall remain the
property of the County and should not be considered private, regardless of
whether those recordings were made with offsseied or personally owned
recorders.
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3. Exceptions
This does not apply to voice mail message recordings, which are done with the

knowledge of the person being recorded.
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IV

3.3 TRAVEL POLICY

County employees will occasionally be required to travel in the performance of their

duties to attend training or to participate in conferences and/or meetings. It is the intent of

the County to compensate employees who are required to travel for expendit

aut horized within the definitions of Cocon

Employees seeking reimbursement should incur the lowest reasonable travel expenses and
exercise care to avoid impropriety or the appearance of impropriety. Reimbursement is
allowed only when reimbursement has not been, and will not be, received from other
sources.

Per diem, lodging and mileage reimbursement rates are established by the Board of
Supervisors and may be adjusted as appropriate.

The County does not wish to kerequired travel a financial hardship. Therefore, the
County has determined that authorized travel expenses may be advanced to the employee
prior to the requested travel dates.

Once travel has been completed, employees are required to submit expenses by providing
proper documentation such as any and all receipts as well as an approved travel claim
form; within 30 days of the trip.

The Board of Supervisors has adopted a congorakie travel policy in order to further
define appropriate expenses, set reimbursement rates and to ensure that all travel
regulations are enforced equitably for all County employees as well as appointed and
elected officials.

This section containsnty a brief summary of the policy. The entire Travel Policy may
be obtained by visiting the Countyédés Intra
Finance Department directly.
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DRIVER'S LICENSE REQUIREMENTS

Purpose:l n order to reduce the Countyds | iabil i
all employees who operate a motor vehicle in the course of their employment.

The drivero6s |license requirements in this poc
employment with the County. No employee may operate a vehicle in the course of

his/ her duties without a valid Arizona dri Vve
with Coconno County and who possessa#m i zona dri verds | icense

obtain within 30 days of employment an Ari zc
A.R.S. 28102 et seq.

Should an employee be required to use his/her private vehicle on Cosimgds,

he/she will be reimbursed on a per mile basis. The employee is required to maintain the

legally required minimum limits of auto liability insurance on any personal vehicle used
during his/ her employment. Thaeaheprimgy oyeeds i n
coverage for any and all liability for personal injury or property damage incurred by the

employee to third parties and the employee shall also be responsible for collision

coverage for his/her personal vehicle while using the vehicle as dicorad

employment and/or in the course of his/her employment with Coconino County.

Whether in a County vehicle or personal vehicle, a Coampgloyee is required to

report in writing any type of traffic accident andfooving traffic violation which

occurs on County business his or her supervisor no later than first working day
following the incident. The supervisor must forward the report to the Human Resources
Director as soon as practical.

An employee whose driving actions while on officialu@ty business result in injury or
damages due to negligence may be required to attend a defensive driving course at
his/her own expense and on his/her own time. Failure to comply with this provision
may lead to further disciplinary action.

The County kall provide defensive driving training to all licensed employees. New

employees will receive the training at New Employee Orientation. It is the

Department s responsibility to ensure that a
this training. Eaclemployee must complete this training as required. The training will

be available through Employee Growth and Development (EGAD) or the department.



If an employee who is licensed to drive is notified by the Motor Vehicle Division of
possible or actuauspension, cancellation or revocatifre. DUI, accumulation of
excessive traffic violation points, etc.), he or she must report the possible orlastial

of license in writing no later than the next working day to his or her elected or appointed

COCONINO COUNTY
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official and theHuman Resources Department. Failure to report as required may result
in disciplinary action, up to and including termination. Following notification of the
possible or actual loss of licensiee elected or appointed official may make a

temporary reassignent to nordriving duty, if doing so is considered to be in the
Count y 6 s Ifreassignmeatsstnot accomplished, the emplpgethe discretion

of the elected or appointed official, may be terminatesbspended without pay for up

to 90 daysuntil his/her licensing is restored. Vacation and compensatory time, if
available, may be used during this period. To be eligible for this consideration, the
employee must demonstrate a good faith effort to regain his/her driving privileges
withintheal ot t ed peri od. | f the driverds |
employee may be terminated.

In addition to the above requirements, an employee who is required to possess a
Commer ci al Driveros License in conjunct

cens¢

i on

state |l aw to submit a ADr i-e0HE tMa nhdiad ol gr |

supervisor wthin 10 days, and to the State of Arizona within 30 days of the forfeiture of
collateral or conviction of any moving traffic violation, regardless of the location or type
of vehicle. A driver of a commercial motor vehicle who fails to report the required
information is guilty of a Class 3 misdemeanor.

An empl oyee who is required to possess
his/her supervisaa current medical certification card and renew it every two years.
Failure to do so will result irhe cancellation of commercial driving privileges by the
Arizona Department of Transportation, Motor Vehicle Division,1(R4-802) and will
subject the employee to the above condi

a Col

ti on:
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IV

3.5 COUNTY VEHICLE USE

Official Business County vehicles may be used only for official business by duly
authorized County employees and authorized County volunteers.

Passengers Relatives, friends, children, or any other fi@ounty employees shall
not be permitted to either operate or to occupy as passengers a County vehicle for
any reason not related to official County business.

The sole exception to the passenger poliatestis if the presence of a Ron
County employee in a County vehicle is specifically related to official business.
Some examples of this exception are:

A. Employees of other public agencies r&learing to busines®lated event;

B. Clients of any Countgocial services department, when specifically
jobrelated;

C. Consultants and vendorgho are providing services pursuant to a County
contract;

D. The Sheriff's Office in its entire operation. The Sheriff's Office has
developed a Use of Vehicle policy wiithits General Orders, which shall
be consulted and observed by empl oyees

E. Interns.

Operation: While operating a County vehicle, employees and authorized
volunteers must be properly licensed and must ensure that the vehicle is operated
in a safe manner and within established speed limits. Departments are
responsible for deciding which volunteessignments require the use of County
vehicles and screening volunteers for ability and safety to drive. The minimum
screening required for volunteers driving County vehicles includesnaosth

motor vehicle report, defensive driver training, voluntéentation and a road



test administered by the department. The employee or volunteer is responsible
for any traffic citations received.
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The employee or volunteer is required to report in writing any type of traffic
accident and/or moving traffic violation that occurs on County business to his or
her supervisor no later than the first business day following the incident. The
supervisor musforward the report to the Human Resources as soon as practicable.
Seatbelts In accordance with Arizona State law and County policy, employees
are required to wear seatbelts at all times when the vehicle is in motion. It is the
responsibility of thelriver of the County vehicle to ensure that passengers are

also properly belted at all times when the vehicle is in motion.

Smoking: Smoking is prohibited in any County vehicle

Cell Phone Useln accordance with Coconino County Ordinance 2094
Employees will not drive a motor vehicle while using a portable communications
device to engage in a call unless that device is configured to allowftesnd
listening and talking, and the communicatdevice is used exclusively in that
manner while driving. Texting and typing are banned while operating a motor
vehicle. All provisions of the Ordinance apply to County employees.

Loss of Privileges An employee or volunteer may lose driving privileder a poor
traffic safety or accident record. Because the minimum qualification for certain
County positions requires possession of a valid driver's license, loss of driving
privileges may adversely affect employment with the County. Willful violation
this policy may result in disciplinary action, up to and including termination of
employment.

Further Assistance County employees and volunteers should give careful
consideration to every instance of use of a County vehicle. Any question or sequest
for interpretation concerning this policy may be directed to the Risk Manager in
Human Resources.




COCONINO) 06/27/17

Coconino County

CONDITIONS OF EMPLOYMENT

Personnel Policy 3.6 Dress Code and Appearance

Origination Date: 03/04/96 | Policy Exceptions:
Revision Approval Date(s): | None

3.6

DRESS CODE AND APPEARANCE

Coconino County employees are expected to represent the County to its citizens
in an exemplary manner both in conduct and appearance. The attire worn by
County employees is to be clean, neat and in keeping with the nature of the
duties performed.

Department Directors are responsible for determining and enforcing the dress
code for the respective areas of responsibility. Consideration will be taken to any
job specific safety concerns when determining appropriate attire and grooming.
Departments malgave additional requirements in terms of dress code depending
on the nature of work which may include personal protective equipment and/or
uniforms.

Coconino County reserves the right to advise any employee at any time should
their grooming, attire orgpearance be unacceptable. After having been so
advised, the employee will be expected to comply with the suggested change.
Under such circumstances, should an employee need to take time away from
work to make suggested change, they will not be compenfeatttht time.

Failure to comply will result in disciplinary action up to and including dismissal.
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COCONINO COUNTY

IPERSONNEL POLICY 3.7
IOriginationdate: 3/4/96
IRevisiondate:5/20/03

Pagel of 1l

SOLICITATION

It is the policy of Coconino County that solicitation and selling on County premises
during working hours will not be allowed without permission from the County Manager.
Persons who wish to do business with County employees must submit a written request
to the County Manager which states the type of product or service, etc. A list of
employees will not be furnished to business agents. Home addresses will not be given
out to any business agent.
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3.8 COMPANY REPRESENTATIVE MEETINGS WITH COUNTY
EMPLOYEES

As part of a comprehensive employee compensation and benefits plan, it is the
policy of Coconino County to provide its employees opportunities to participate

in a variety of optional payroll deductiggrograms. On occasion, representatives

of companies participating in the County's payroll deduction program may be
invited to make presentations and conduct workshops, or to meet with employees
to afford them educational and enroliment opportunitigsesé sessions will be
coordinated and authorized through Human Resources. Company representatives
who wish to participate in these programs will be allowed to do so by following

the guidelines for these meetings.

In general, participating company representatives may:

A. Meet with employees at a pagranged location which has been previously
announced through memorandums or other communications issued by
Human Resources; and/or

B. Arrange to meet with an individuemployee outside of working hours at
a mutually agreeable location.

County policy doesiot permit company representatives to meet or otherwise

solicit County employees at the employee's watdtion or site, unless specifically
authorized in writing  Human Resources. These interruptions are disruptive to

the employee's work as well as that of other employees and are inappropriate for an
organization whose mission is to serve the public.
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3.9 DRUG, ALCOHOL AND SUBSTANCE ABUSE

A. GENERAL

Coconino County is committed to providing a safe, healthy and acdigentvork place

that is productive and conducive to the welfare of both the County employee and the
general public. One of the cotidns necessary to achieve such an environment is that it
be drug and alcohol free. This policy is developed in compliance with the following:

0 AR.S. 8§ 23493et seq.Drug Testing of Employees;
o A.R.S. §36-2801et seq.Arizona Medical Marijuana Act;

o Department of Transportation (DOT) Drug and Alcohol Testing Rule 49 CFR
Part 40;

o Drug-Free Workplace Act of 1988;

o Federal Motor Carrier Safety Administration (FMCSA) Controlled Substances &
Alcohol Use and Testing 49 CFR Part 382; and,
0 FMCSA Definitions 49 CFR Part 390.5.

B. APPLICABILITY

This policy applies to all employees and applicantseltag anyone cuall,

representing or conducting business for the County. Employees who occupy or apply
for positions that require a Commercial Drivers License (CDL, hereinafter referred to
as DOT safety sensitive positions) are also subject to spgoifernment and federal
policies and procedures related to substance abuse.
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C. IMPAIRMENT PROHIBITED

It is prohibited to be impaired during working hours due to alcohol, illegal drug or

controlled substances use which includes prescription anetloxeounter

medication. It is a violation of this policy to use, possess, sell, trade or affealéo
alcohol, illegal drugs, controlled substances, or other intoxicants in the workplace or
on a County jobsite. Medical marijuana is subject to the same restrictions as alcohol,
illegal drug and other controlled substances. Impairment is definedRis A8

23493et seq.

D. NOTICE OF CONVICTIONS

Any employee who is convicted of a criminal drug or alcohol violation must notify
their supervisor in writing within 5 calendar days of the conviction. The supervisor
will notify Human Resources wherecessary and the County will take action as
needed. Granting and other contracting agencies will be notified when appropriate.

E. TRAINING

In support of this policy, the County will, through Human Resources, conduct drug

and alcohol awareness training to educate employees about the dangers of drug and
alcohol use in the workplace, the penalties for noncompliance with this policy, and
druganda |l cohol counseling through the County
(EAP) and other counseling and rehabilitation services in the community.

F. SUBSTANCE ABUSE TESTING

In accordance with regulations described above, the following situations mandate
drug and alcohol testing. It is the required of the County that supervisors accompany
an employee to a collection site. Following a pastident or reasonable suspicion

ted, an employee should be transported to their home following testing. All DOT
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drug screens shall be conducted at a National Institute on Drug Abuse (NIDA)
certified lab in compliance with federally mandated guidelines.

1. Pre-Employment

As part of preemployment requirements, all applicants selected for DOT and
nonDOT safety sensitive positions must passemwgloyment drug testing prior
to beginning employment with the County.

a. DOT safety sensitive positions include, but are not limited to, those with the
following duties:

o

(0]

Operating a revenue service vehicle, including when it is not in revenue
service (CDL);

Operating a nomevenue service vehicle, when required to be operated by
a holder of a Commer-&EMGSA), Dri ver 0s

Controlling dispatch or movement of a revenue service vehicle (CDL);
Maintaining a revenue service vehicle or equipment used in revenue
service (CDL); or,

Carrying a firearm for security purposes.

b. The following are all no/DOT safety sensitive posiins:

(0]

(0]

Public safety positions and/or Federal Firearms Licensees;

Positions that work with hazardous materials, gases, industrial equipment,
machinery or power tools;
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o Positions that have direct unsupervised access to minors or vulnerable
adults;
o Positions with unsupervised access to drugs;

o0 Positions where driving is an essential function of the job as listed in the
job posting or job specifications; or,

o Any other position identified as safety sensitive on the safety sensitive position list

c. A prospective employee applying for a DOT safety sensitive position who
fails to pass a premployment drug test shall not be hired, and shall be
ineligible forfuture DOT safety sensitive positions per federal regulations.

d. A prospective employee applying for a AD@T safety sensitive position,
who fails to pass a premployment drug test, shall not be hired for that
position.

e. A prospective employee applying for a Federal Firearms Licensee safety
sensitive position, who fails to pass a-praployment drug test, shall not be
hired for that position. No exception may be granted to an active medical
marijuanaregistry identification card holder per 18U.S.C.8§922(d)(3) and
18U.S.C.8922(0)(3).

f. County employees who are being considered for a transfer into a safety
sensitive position will be required to pass a@ngployment drug test.

Employees who fail to pass the subsequenepiployment drug test:

o Shall be ineligible for future DOT safety sensitive positions per federal
regulations;
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o Shall be ineligible for transfer into the r@OT safetysensitive position
for which they had submitted an application; and,

0 May be subject to disciplinary actipup to and including dismissal.

g. All expenses for premployment testing will be the responsibility of the
hiring department.

h. In certain circumstances, a peeployment drug test may be administered in
other states in order to accommodate thoseidates who reside outside the
state of Arizona. The department shall consult with Human Resources to
coordinate this type of testing.

2. Reasonable Suspicion of Impairment

All employees are subject to reasonable suspicion alcohol and/or illegal drugs and
other controlled substances testing. Regardless of how the information
concerning impairment of any employee is received, the decision to test for
alcohol and/or illegal drgs and other controlled substances for reasonable
suspicion will be based upon objective observation by a supervisor who has been
appropriately trained to make such a determination. Whenever possible, the
determination shall be made by two trained peresbnEmployees testing

positive will be subject to disciplinary action, up to and including dismissal.
Impairment as defined by A.R.S. 8-293et seq states:

ASymptoms that a prospective employee o
under the influence of drugs or alcohol that may decrease or lessen the

empl oyeebs performance of the duties or
i ncluding sympt &spsechwWalkinghstandengnphysacyl e e 6
dexterity, agility, coordination, actions, movement, demeanor, appearance,
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clothing, odor, irrational or unusual behavior, negligence or carelessness in

operating equipment, machinery or production or manufacturiragpses,

disregard for the safety of the employee or others, involvement in an accident that
results in serious damage to equipment, machinery or property, disruption of a
production or manufacturing process, any injury to the employee or others or
othersynpt oms causing a reasonabl e suspicio

3. PostAccident

Postaccident drug/alcohol testing is required for employees if an accident occurs
while they are driving a County vehicle and there is reasonable suspicion that
drug or alcohol use contributed to the incident. Reasonable suspicion includes
erratic or abnormal behavior consistent with the use of drugs or alcohol which is
documented by a responding officer of the law, or behavior or conduct observed
by at leastwo County employees either immediately before, during, or
immediately after the accident or incident which is documented and reported to
Human Resources.

Additional post accident drug/alcohol testing guidelines apply to employees if an
accident occurs while they are driving a commercial motor vehicle (CMV) as
defined by the Federal Motor Carrier Safety Administration for the County on a
public road, and thehold a job assignment where possession of a Commercial
Driverds License (CDL) is an essenti al
federal regulations for CDL drivers. For these situations; postdent

drug/alcohol testing is required if thecaent results in a fatality (regardless of
whether the CDL employee/driver receives a citation), or the CDL
employee/driver receives a citation within 32 hours and a vehicle is disabled as a
result of the accident and must be transported away fromehe &y tow truck

or other motor vehicle, or the CDL employee/driver receives a citation within 32
hours and the accident involves bodily injury to any person who, as a result of the
injury, immediately receives medical treatment away from the scene of the
accident. The alcohol test must occur within 8 hours of the accident, and the drug
test must occur within 32 hours of the accident. In non fatality vehicle accidents,
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if a citation is issued after 8 hours but before 32 hours after the accident involving
a County commercial motor vehicle to the CDL employee/driver, then only
postaccident drug testing shall apply. Employees testing positive or refusing to
test under the situations outlined above, will be subject to disciplinary action, up
to and including dimissal.
After the sample collections are obtained, the employee shall be placed on
Administrative Leave with Pay, pending the results. In this case the employee
will be transported home to address safety concerns associated with driving under
the irfluence.

4. Random
Employees who are in DOT safety sensitive positions are federally mandated to
complete and pass random drug and alcohol testing. Employees who are in
positions that have been designated as aD@h safety sensitive position will
also be subject to randamsting. A computegenerated random number
selection shall be used to select the appropriate percentage of employees to be
tested. These percentages are subject to change under federal regulations. The
purpose of random testing is to deter prohibdas use and to detect drug use in
the workplace. Employees testing positive will be subject to disciplinary action,
up to and including dismissal.
5. Follow-up

Follow-up testing may apply if an employee fails a required alcohol and/or drug
test or if an employee voluntarily discloses alcohol, illegal drugs and/or other
controlled substances use without being selected for testing. If it is determined
that employrent will not be immediately terminated, then the employee shall not
be permitted to return to duty until the employee has successfully passed an
alcohol and/or illegal drugs and other controlled substances screening test, and
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until the employee provides dementation of successful completion of an
approved substance abuse rehabilitation program. These employees will be
subject to unannounced alcohol and/or illegal drugs and other controlled
substances testing for up@0 months (5 yeays The number anétequency of
such followup testing shall be as directed by an approved substance abuse
professional, and consist of at least 6 tests in the first 12 months following the
employee's return to duty. The County may direct the employee to undergo
returnto-duty and followup testing.

Additionally, individual future performance agreements may be required to spell
out the terms and conditions of continued employment. An employee's refusal to
enter into such an agreement or abide by the terms of the agtedrakibe

cause for dismissal.

G. SUBSTANCES TESTED AND ALCOHOL CONCENTRATION

Drug analysis tests (Urine Sample Test and Oral Fluid Drug Test) will be conducted
based on analysis of a sample. The federal regulations require thatititgeltes

done for the following drugs and their metabolites: marijuana, cocaine, opiates,
phencyclidine (PCP), and amphetamines.

Alcohol analysis tests, Alcohol Test (BAT) or Saliva Alcohol Test (SAT), will be
administered separate from the drug analysis tests. An alcohol concentration of level
of 0.02 or higher will be considered positive per federal regulations.

. DRUG TESTING PROCEDURES

The requirements for sample collection are extensive, and are set forth in their
entirety in the federal regulations. This section is intended to summarize briefly the
most essential components of these requirements. An employee may request a
complete cpy of the federal regulations from Human Resources. The County
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reserves the right to implement newly accepted methods of drug testing as they are
developed.

|. SAMPLE COLLECTION
The County will work with various collection sites for collection services.

o The Urine Sample Test will be utilized in accordance with federal regulations for
DOT-FMCSA, DOT, and noiDOT safety sensitive positions. In addition, the
Oral Fluid Drug Tesimay be used for neDOT safety sensitive positions.

o0 The collection of the specimen shall be subject to the protocols of the collection
site.

o In accordance with federal regulations, the "split sample" method of collection
shall be used for analysis for all DOT safety sensitive position tests. The

laboratory shall store the second sample up to 60 days unless the primary sample
tested negative.

J. LABORATORY TESTING PROCEDURES

As specified by federal regulations for DOT safety sensitive positions, testing shall be
conducted by a laboratory that meets the guidelines established by the Department of
Health and Human ServicesKIBIS).

In the event that use of the primary laboratory is impractical, the County may use the
results of a drug test administered at a hospital or emergency room.

K. THE MEDICAL OFFICER
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If the laboratory determines through these procedures that a tested specimen is
positive, federal regulations for DEGAMCSA and DOT safety sensitive positions
require the results to be sent to a Medical Review Officer (MRO). The MRO will
make a determinain as to the accuracy of the testing process. If the test result of the
primary specimen is positive, the employee will have an opportunity to request that
the split specimen be tested. The MRO shall honor the request within 72 hours.

L. ALCOHOL TESTI NG

1. Federal Regulatory Requirements.

The requirements for alcohol testing are extensive for DOT safety sensitive
positions and are set forth in their entirety in the federal regulations. This section
is intended to summarize briefly the most essential components of these
requirements. An eptoyee may request a complete copy of the federal
regulations from Human Resources. The County reserves the right to implement
newly accepted methods of alcohol testing as they are developed.

2. The Breath Alcohol Test (BAT) and Saliva Alcohol TestAT)

For DOT safety sensitive positions, the BAT shall be conducted, as mandated by
federal regulations. For ndDOT safety sensitive positions, the SAT shall be
administered. If the SAT is not available, the BAT shall be used. Employees
shall be tested faxlcohol at a location that affords privacy to the individual being
tested, and prevents unauthorized persons from seeing or hearing test results. If
the result of the test is 0.02 or greater, a confirmation test will be performed. The
confirmation tests deemed to be the final result.

M. REFUSAL TO TEST AND INCOMPLETE TESTS
Failure of an employee to complete and sign the breath alcohol testing form,

provide breath, provide an adequate amount of breath, or otherwise cooperate
with the testingprocess in a way that prevents the completion of the test, shall be
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noted by the lab technician in the remarks section of the form. The testing
process shall be terminated and the lab technician shall immediately notify the
County. This failure to complig considered to be a positive test result and will
result in disciplinary action, up to and including dismissal.

If a screening or confirmation test cannot be completed, or if an event occurs that
wouldinvalidate the test, the lab technician shall, if practicable, begin a new
screening or confirmation test. New testing will be conducted using a new breath
alcohol testing form with a new sequential test number (in the case of a screening
test conductedroa BAT that meets requirements of federal regulations or in the
case of a confirmation test).

Additionally, an employee who tests .02 or greater, fails to complete a test (which
is considered to be a positive test result), or tests positive for kedtro

substances and is not dismissed may be referred to a Substance Abuse
Professional (SAP) for an evaluation. Upon request, Coconino County HR, will
provide the name and contact information of Substance Abuse Professionals
currently providing services in our area and the name and contact information for
the Substance Abused®essional referral from our Employee Assistance

Program.

N. EMPLOYEE ASSISTANCE PROGRAM

Coconino County maintains for its employees an Employee Assistance Program
(EAP) which offers confidential counseling for a wide range of issues, including

alcohol and drug abuse. The EAP provider information can be found on Coconino
County Intranet or by contacting Human Resources.

It is the policy of the County to make reasonable accommodation for employees
who elect to participate in alcohol or substance abuse rehabilitation and treatment
program. Employees are encouraged to voluntarily utilize the services of the EAP to

Pagellof 12



Coconino County

EMPLOYMENT EXPECTATIONS
coconino | Personnel Policy 3.9 Drug, Alcohol and Substance Abuse

COUNTYARIZONA

Originatign Date: 11/94 Policy Exceptions: Revision Approval Date(s):
Elected [Official
01/96

12/00
05/03

11/01/16
06/20/17
11/13/18

deal with drug or alcohol dependence before job performance is affected. However,
voluntary selfreferral to the BP or another treatment program shall not relieve the
employee from responsibility for adequate job performance -r&felfral after

notification of a required drug test will not eliminate the requirements to take such a
test, nor will it preclude disciplary action against an individual who fails a required
drug test.

Employees who agree to enter a certified substance abuse rehabilitation and
assistance program (and are not on suspension without pay), who cooperate with the
requirements of the program may use any and all earned benefits, including vacation,
compensairy time, paid sick time and paid time off which may run concurrently

with FMLA. In the event that a modified duty work situation is recommended by the
EAP

Professional, the County shall make reasonable effort to accommodate such a request.

O. DISCIPLINARY ACTION

The County will deal fairly and firmly with anyone who violates this policy. There is

a zero tolerance for employees who hold D&@itinonDOT safety sensitive

positions and they will be dismissed from their positions for any violations. All

employees arsubject to disciplinary action, up to and including dismissal from
employment. Sanctions may include, but are not limited to, a requirement that the
employee participate in and successfully complete a drug abuse or alcohol abuse
treatment or rehabilitatin pr ogram at the employeeds ex
that the employee undergo random drug tes
return to employment and/or a requirement that the employee enter into a

performance agreement. Disciplinary dems shall be made by the Department

Director, with the concurrence of the Human Resources Director

P. RECORDKEEPING AND CONFIDENTIALITY
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Federal regulations require the maintenance of records concerning program
administration, the collectioprocess, and the test results. In accordance with

County policy and federal regulations, this information shall be treated with strictest
confidence and shall be disseminated only as required by law to authorized sources
inside and outside of the CountiRecords shall be securely maintained in Human
Resources, so that disclosure of information to unauthorized persons does not occur.
Except as required by law or expressly authorized or required by federal regulations,
information that is required to beamtained shall not be released. Substance abuse
testing information is kept in a | ocked
general personnel file.

All requests for test records must be submitted in writing to Human Resources.

If an employee has any questions regarding this policy or the effects of alcohol
misuse and drug abuse and/or wishes to get further information they should contact
Human Resources at:

(928) 6797100

420 N San Francisco
Flagstaff, AZ 86001

Pagel3of 12






Coconino County

CONDITIONS OF EMPLOYMENT
cocoNiNo | Personnel Policy 3.10 Children in the Workplace/Breastfeeding

COUNTY ARIZONA

Origination Date: 03/04/96 | Policy Exceptions:

Revision Approval Date(s): | None

05/20/03
08/01/15

11/01/16

3.10 CHILDREN IN THE WORKPLACE/BREASTFEEDING

In the interest of safety and efficient customer service, employees are prohibited from
bringing their children to the work place on a regular basis during scheduled working
hours, unless they are approved in adaoce with the criteria listed below. In
emergency situations, it is left to the discretion of the Department Director whether
special accommodations can be made. Such accommodations shall not result in
disruption to the work place, loss of productyyilnconvenience to other employees,

or in any way hinder service to the customer.

A. BREASTFEEDING POLICY

Coconino County acknowledges the importance of breastfeeding as the most
complete form of nutrition for infants,
health, growth, immunity and development. The purpose of this policy is to provide
relevant altern@ves available to County employees in support of breastfeeding. In
addition, the County has a breastfeeding program which is also available to
employees should their supervisor deem it appropriate.

In compliance with the Patient Protection and AffdiidaCare Act (PPACA, P.L.
111-148, known as the Affordable Care Act), the County is committed to

supporting employees in their decision to continue breastfeeding their baby while
working, and to encourage nursing employees to avoid premature weaning. The
PPACA amended Section 7 of the Fair Labor Standards Act (FLSA) to require
employers to provide:

o TiReasonabl e break time for an empl oyee
child for 1 year after the childbds bir
eppress the mil ko; and

o A place, other than a bathroom, that
intrusion from coworkers and the public, which may be used by an employee to
express breast mil k. o

Departments can consult with the Human Resources Diracti@termining the
appropriateness of a place to be used for the purposes of this policy.
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B. OFF-SITE NURSING/BREASTFEEDING

Going offsite to breastfeed is to be done
travelling to and from the baby. In the event that travel would be necessary during

work hours such arrangements shall have prior agreement between the employee

and the diect supervisor.

C. NURSING/BREASTFEEDING PROGRAM

The Coconino County Nursing/Breastfeeding Program is intended to support an

empl oyeebdbs decision to continue breastfee
nursing employees to avoid premature weaninge to the nature of the work in

some departments, not all departments may be able to participate in this program.

This program allows for the newborn child to be at the workplace with a

preapproved schedule for up to 6 months.

The appropriateness for implementing this policy at a particular work site will be

left to the discretion of the Department Director. Infants are not allowed in areas
where there is high risk of exposure to infectious diseases or hazardous working
conditons.

An employee wishing to participate in the Nursing/Breastfeeding Program shall

submit a written application to the direct supervisor and a breastfeeding release

form. The program shall apply to both-site and offsite nursing/breastfeeding.

Applicable forms, as well as additional materials, can be located on Coconino
Countybés intranet. The Department Direct
program arrangements, if work performance suffers or any disruption is caused at

the work site.

D. HOURS FLEXIBILITY
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1. Flextime

Department Directors may provide flextime so that nursing/breastfeeding
mothers may leavetheweski t e t o accommodate their |
schedule. Flextime will allow Department Directors internal flexibility so that

the department has all positiotsvered during hours of operation.

2. Part-Time Hours

A return to work on a pattime basis following maternity leave may be granted
until the employee can return to fdilne work.
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3.11 TECHNOLOGY IN THE WORKPLACE

Coconino County recognizes that the use of technological resources enhances the ability
of employees to perform their jobs and to provide a higher level of service to all citizens.
Information Technology (IT) Systems havecome essential for conducting County
business. Coconino County makes every effort to provide employees with the most
relevant and viable IT Systems for the efficient performance of County business.
Managers and employees at all levels require timelgsscto reliable information

processing for routine operations and for the capacity to make major decisions. The
usefulness of information is based on its availability, integrity, and security of the IT
Systems. This policy discusses acceptable usages# thsources which applies to all
technological devices used for County business including but not limited to computers,
mobile phones, tablets, laptops and any log in information associated with those devices.

To this end, the County has developeainfation Technology Policies to ensure

responsible usage of technology, including an Information Security and Acceptable Use
Policy. I nformation Technology Policies a
intranet.

All email messages sent by County employees in performance of their job will contain a
return email addresdentifying the messages as having been sent from the County email
system and may be considered public record. Consequently, all users are expected to
send and receive only email messages that they would expect to be read by the general
public. Itiseach ndi vi dual s responsibility to use
compliance with department and County policies.

Al l i nformation stored, transmitted, or re
contracted services is the property of the Cgpuamid is to be used only for authorized
purposes.

Employees are granted access to County resources with accounts that require specific
credentials. An individual is assigned an account for use while conducting activities
related to County business asetvices. Any account may be revoked temporarily or
permanently if the user violates public law or County policy. Should it be deemed
necessary, devices may be immediately disconnected from the County network if
deemed harmful to software network, coungg®network or security.

Employees do not have the right to privacy in any information stored or displayed on any
technology equipment, transmitted to/from any equipment and/or County assigned
account via County services or any other means. Use of tia@datoes not restrict the
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or ability to

access

el ectr

Misuse of technology or failure to comply with Information Technology Policies may
result in immediate loss of connectivity as well as disciplinary actioo apd including
dismissal.



COCONINO COUNTY

|

|PERSONNEL POLICY 3.12
lOriginationdate 8/18/97
IRevisiondate: 5/20/03

Pagel of 2

TELECOMMUTING

Telecommuting is working at a location other than the conventional office, usually at
home or a place closer to home. Simpiyt, telecommuting means moving work to
workers instead of moving workers to work. Telecommuting can provide a host of
benefits 6r the community, employees, and employers; such as reducing commuting
costs, reducing stress, increasing job satisfaction, providing flexibility with work and
family schedules, and enabling employees to work at their most creative and productive
times, ad easing traffic congestion and improving air quality.

Not all County departments or County positions are suited for telecommuting. The
elected or appointed official will determine whether or not to implement a
telecommuting program within his/her owepartment, as well as what positions will
be eligible to participate in such a program.

The following guidelines outline the policy governing telecommuting.

=

Employee salary, benefits and insurance coverage will not change as a
result of telecommutip

2. Each employee and his/her supervisor will be required to complete a
Telecommuting Agreement (available in the Human Resources
Department) which will describe specific conditions relating to the
empl oyeeds working at home. These
department to department, and require elected or appointed official
approval, as well as approval from the County Manager.

3. The County retains the right to make gite inspections at mutually agreed
upon times. Any changes to the work schedule or vgpdace must be
reviewed and approved by the supervisor, and elected or appointed official
in advance.

4. Countyowned equipment in the home office is to be used solely by the
employee.

5. Countyowned equipment will be supported by the Information Technology
Department, and must be brought to that department located at 211 N.
Agassizduring the hours of 8 a.m. to 5 p.m. whenever repairs are required.

No computer repair/ maintenance wor Kk

Agl

w
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home. Damage to county equipment resglfiom the employee's
negligence is the responsibility of the employee.

o

Countyowned software shall not be duplicated.

~

To ensure hardware and software security, employees shaibteit

software on County equipment unless purchased by the Caithtthe

approval of the Information TechnologiBgpartment, and the elected or

appointed official. Games are not allowed on County equipment. If
unsupported software is found on an e
Technologiestaff will report the vblation to the elected or appointed

official.

o

The employee must use a surge protector on all County equipment.

©

Restricted access materials shall not be taken out of the office, or accessed
through the computer, unless approved
supervisor.

10. | mmedi ately upon termination, the tel
the information TehnologieDepartment to terminate legn access for the
telecommuting employee.

Violation of this policy may result in disciplinary action, up to and including
termination of employment. If an employee has any questions regarding this policy,
they should contact the Human Resources Department.
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3.13 COCONINO COUNTY VOLUNTEER POLICY

Volunteers provide a valuable service to Coconino County. The County is committed to
ensure that volunteers are: appropriately placed, protected and appreciated as they give
their time and talents to the community.

The purpose of this volunteer policy and procedure is to provide County departments
with guidelines to assist them in recruitment and placement of volunteers. In addition,
departments need to ensure volunteers are protected with workers compensation an
general liability coverage.

County departments currently using volunteers should confirm that their policies and
procedures meet these minimal standards or exceed them.

A. WHO IS CONSIDERED A VOLUNTEER

A volunteer is any individual who perfosma service for, and directly related to, the
business of the County without the expectation of monetary or material compensation.
Individuals fulfilling court ordered community service hours are not considered
volunteers under this policy.

Volunteersshall abide by County policies that govern their actions, which will be job
specific and provided by the supervisor; including but not limited to those of ethical
behavior, proper use of County property and resources, confidentiality, financial
responsibity, and refraining from illegal drug and alcohol use.

The department head or their designee may approve volunteers meeting minimum
gualifications to perform an assignment. Departments are not required to accept all
volunteers and have the discretoo decl i ne a volunteerods ser
not establish long term volunteer positions without first designating any required space,
computers, phones or other resources prior to recruitment. Volunteers may not replace
classified employees.

A volunteer may not perform any work until he/she has signed the volunteer agreement
form and completed an orientation relevant to the assignment as determined by the
department. Volunteers performing long term assignments shall also attend a basic
County emjpyee orientation session.

Pagel of 5
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Volunteers are not considered empl oyees
compensation and general liability protection. They are not eligible for retirement,
health or any other benefits. Exceptionshig are volunteers for the Superior Court

and Sheriffods Department.

Superior Court

registration formyww.azrisk.state.azsfforms/volunteerregistrationforml.pdf

Departments may establish mileage and/or expense reimbursement schedules for
volunteers, if funded and applied equally tovallunteers in similar assignments.

Volunteer service and assignments may be terminated or amended at the discretion of
department directors acting on behalf of the County.

B. DEPARTMENT EXCEPTIONS

Certain County departments have established separate volunteer policies based on their
mission, funding and mandate. These departments include the Superior Court and the
Sheri ffdos Department.

C. VOLUNTEER SCREENING

A prospective volunteer 6s
assignment. Each department wihvelop a description of the assignment and assign a
risk classification for purposes of background check requirements to be reviewed by

Risk Management. Such a process may include: an interview and reference check, a
background check and/or fingerprintiagd a skills test.

D. APPLICATION PROCESS

gualifications

Waivers/releases and consent forms, if background checks are required, will be
completed on each volunteer that are consistent Countywide.

Page2 of 5
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No volunteer may begin training until they have successfully cleared any required
background check and provided proof of insurance, if driving is part of their
assignment.

E. VOLUNTEER TRAINING

Each department will be responsible for trainingrtkelunteers. Training must be
completed successfully before the volunteer may begin the assignment.

F. SAFETY

If volunteers will be working with machines and/or equipment, they must be provided
with the proper personal protective equipmelh the volunteer will be working with
machines and/or hazardous equipment, they must be directly supervised by a trained
staff member or experienced volunteer.

G. ORIENTATION

A volunteer orientation and job specific training will be determinethbyDepartment
and may include:

0 Haz Com/Evacuation Training Defensive Drivingo
Sexual Harassment Computer Securitp Department
Specific Informatioro Code of conduct

o Conflicts of interest

H. MINORS

A person under the age of eighteen may only become a volunteer with the consent and
supervision of their parent or guardian. Child Labor Laws must be adhered to; minors
are not allowed to work with any type of machinery and/or equipment under any
conditionas defined in the aforementioned laws

|. EMPLOYEE PERFORMING VOLUNTEER SERVICE
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Under the Fair Labor Standards, a rexempt employee cannot be both a paid
employee and nepaid volunteer while performing the same type of work for the same
employer.

J. INSURANCE REQUIREMENT

For workers compensation purposes, volunteers are considered employees of the
County while they are performing their duties for the County. The County is
responsible to provide this coverage without cost to the volunteer. Volunteer hours
must be reporteldy each department to Risk Management monthly.

K. USE OF PRIVATELY OWNED VEHICLES

If a volunteer is authorized to use their privately owned vehicle on County business, the
owner of the vehicle has primary liability for accidents arising out of nreaniee or

use of that vehicle. Private vehicle acci
Il nsurance company. The driverods insurance

liability must be maintained. County liability, if any, is secondary.

L. DRIVING
Volunteers who drive in any capacity for
to be photocopied and provide proof of current insurance coverage.

Any suspension of a driverods |icenslye or |
to the volunteerods supervisor.

M. USE OF COUNTY VEHICLES
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Departments are responsible for deciding which assignments require the use of County

vehicles and for screening volunteers for ability and safety to drive. Minimum training

and screening requirements per policy 3.5
N. USE OF COUNTY TECHNOLOGY

Volunteers will abide by the same standards of conduct for use of computer, phone, fax
and other resources as County employees. Volunteers may be assigned a phone
extension or email address in accordance with department policies anduihennegts

of the assignment.

O. RISK CLASSIFICATION OF VOLUNTEER
Requirements vary for the following risk classifications of volunteers:
1. Special Events
2. Short Term for up to 90 day assignments
3. Long Term volunteers provide services on argoimg basis

P.VOLUNTEER APPRECIATION/RECOGNITION

Departments are encouraged to develop and appreciate volunteers as much as possible
given funding restraints.

Q. VOLUNTEER REASSIGNMENT/SEPARATION

If a Department or a volunteer determines the assignment is not productive or suitable,
either may initiate a reassignment or termination.

R. DOCUMENTATION

Pagesof 5
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Each department using volunteers will comply with all applicable volunteer program
requirements maintained and available from Human Resources.
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41 CODE OF ETHICS
A. INTRODUCTION

Employees are expected to maintain a high standard of honesty, integrity, and
impartiality, to assure the proper and efficient conduct of business, and to promote
the confidence of the citizens in the quality of their county government.

This Code of Ehicsadopted by Coconino County provides basic guidance to all
employees regarding matters affecting their work. Common sense and good
judgment should dictate the proper course of action. If there is a question concerning
a conflict with the Code of Eits, consider the best interests of the community,

along with public perception. Supervisors and Department Directors can provide
guidance if needed.

Any violation of the Code of Ethiamay result in disciplinary action, up to and
including dismissal.

B. PERFORMANCE OF DUTIES
Employees shaferform their duties:
1. Diligently during assigned working hours;
2. With courtesy and respect for the public and coworkers, without bias or
prejudice, manifested by words or conduct, based upon a person's race, color,
national origin, age, religion, genetics, disability status, sex, pregnancy, marital

status, or veteranaus; and,

3. In a manner consistent with law and the public interest, impartial to kinship,
position, partisan interests, public opinion or fear of criticism or reprisal.
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C. CONFIDENTIALITY

As public servants, County employees shatftry out theiduties in a manner that

withstands public scrutiny. Some employees handle confidential documents, while
others handle sensitive or protected information, such as health records and
investigations. Consequently, employees smalintain the condlentiality of all
materials they handle, assuring that information about these activities is only made
public after the appropriate authorizations have been obtained.

D. ABUSE OF POSITION

No employee shallse or attempt to use their official position to secure unwarranted
privileges or exemptions, to include, but not to be limited to:

1. Employee or member of the employee's immediate family, accepting, soliciting
or agreeing to accept any gift, favor or #imyg of value. For the purpose of this

policy, fimmediate familyo is defined a
brother, sister, child, stepchild, grandparent or grandchild, parent of an
empl oyee's spouse, or employeebs chil dé

2. Requesting or accepting any compensation for advice or assistance given in the
course of employment; and,

3. Using public resources, property, information, technology, or funds under the
employee's control for private purpose or personal gain.

E. CONFLICT OF INTEREST

Every employee has a legal obligation under A.R.S.-8@8et seq.{o diligently
identify, disclose, avoid and/or manage conflicts of interest. Potential conflicts of
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interest exist when an employee or an employee's immediate family becomes directly
or indirectly financially impacted, whether favorably or detrimentally, by a decision
made by the County in which the employee has influence. Even if no abuse of
position actually occurs, a conflict of interest or its appearance can seriously
undermine the puie's confidence and trust in the County.

All County employees must complete and sign a Conflict of Interest
Acknowledgement and Disclosure Form at time of hire, annually, and upon any

change in the employee's response to any of the questotained in the
acknowledgement and disclosure form, acknowledging receipt and understanding of
the County policies surrounding conflict of interest and disclosing any conflict of
interest, potential conflict of interest, or perceived conflict of istelmployees

will provide the information on the form to be true and accurate to the best of their
knowledge. The form will allow for full disclosure of all substantial interests as
outlined in A.R.S 88 3801i 511 and will require a deliberate indicatiorf finoneo
no such interest exists. County employees will update the form at any time should
information on the form change after signing, to ensure employees do not participate
in any manner that involves conducting business with an entity or person tivbo

public officer or employee has a substantial interest. The Conflict of Interest

Acknowledgement and Disclosure Form is available on the County Intranet.

The County Conflict of Interest Acknowledgement and Disclosure Forms will be
maintained in a separate electronic disclosure file and will be available to the public
for inspection upon request. The County will monitor and manage any disclosed
substantialnterests to help deter seléaling by public officers and employees.

Employees and their immediate family members si@tllenter into any contract
with any component of the County for financial gain, apart from an employment
contract, without full dislosure and satisfactory management of any potential
conflicts of interest in accordance with policies established by the County.
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Employees shall not participate in decisions regarding conduct of County business
with any private party by whom the empésyor an immediate family member is
employed or is actively seeking employment.

Employees are allowed to accept food, refreshments, and other items of nominal
value; but must refrain from acceptance of any gift or gratuity of economic worth, or
situaton where a conflict of interest may be implied. No employee skalbr

attempt to use their official position to secure unwarranted privileges or exemptions.

F. EMPLOYMENT OF RELATIVES

Immediate family members may not be employed in a position where one supervises

or is supervised by the other, or both report to the same first level supervisor.
Immediate family members shall not be employed in the same department when the
safdy, efficiency, morale or effective administration of the department's operations
will be adversely affected.

If it is determined that continued employment of an immediate family member within
the same department is in conflict with any of the aHwsted factors, one of the two
employees must competitively transfer to another County department or be
terminated from County employment within 6 months from the date of such
determination.

Employees shaltot be involved in any employmerglated deaion (such as hiring,
dismissing, promoting, discipline, salary, evaluations, etc.) affecting any member of
their immediate family. Exceptions can be made in cases of temporary
appointments, as approved by the Human Resources Director.

G. OUTSIDE EMPLOYMENT
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The County is aware that employees may choose to engage in outside employment.
For full-time employees, the County position shall be considered primary
employment.

All County employees shoulchrefully evaluate outside employment to avoid the
following:

1. Outside employment with an entity that conducts business with the County;
2. Outside employment that conflicts with the employee's assigned working hours;

3. Outside employment that exploits an official position or confidential information
acquired in the performance of official duties for personal gain;

4. Outside employment that the public may view as work on behalf of Coconino
County; and,

5. Any other outside employment placing the employee in a position of conflict,
perceived or otherwise.

Due to the importance of the public's perception of the County, all employees who
engage in outside employment must disclose such work on the Coconinty Cou
Conflict of Interest Acknowledgement and Disclosure Form. Outside employment is
subject to review to ensure it conforms to this policy.

Employees who engage in outside employment shall notify the other employer in
accordance wit Hcytmdmaat. empl oyer 6s po

H. VOLUNTEERISM
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Employees shall declare volunteer activities if there is a potential conflict of interest,
including the creation, running or overseeing of a 501(c)3. Employees engaged in a
volunteer activity determined to be a conflict of interest will be requiredasece

such activity.

I. POLITICAL ACTIVITY
1. Political Candidacy

a. A County employee that seeks a nomination or election to any paid political
office, whethepartisan or notpartisan, shall take a leave of absence or
resign from County service. Employees shall be deemed to have offered
themselves for nomination upon filing of a nomination paper pursuant to
A.R.S. § 16311et seqor by making a formal publicetlaration of
candidacy, whichever occurs first. If elected, the employee shall resign no
later than the date on which the employee takes office;

b. Accrued vacation leave may be used during a leave of absence by an
employee running for political officesdong as a minimum balance of 40
hours is maintained; and,

c. Current Elected Officials and their Chief Deputies are the only exceptions to

this portion of the policy.
2. Permissible Activities

a. Coconino County employees have the right to register to vote, vote as they

choose, and entertain and express personal opinions about political candidates

and issues, except when performing their duties on behalf of the County;

b. When not engaged in thefficial duties, County employees have the right to
become actively involved in a political party as an officer or delegate;
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become actively involved in a campaign for a ballot issue, sign and circulate
nominating or balletssue petitions, contribute oolgit donations to a

political campaign; display political material, and attend political party
meetings and events; and,

c. County employees may support the candidacy of a person running for a paid
or nonpaid partisan or nepartisan elective office provided that no
campaigning or other political activity occurs while performing their duties
on behalf of the County. Employeesist also refrain from using County
resources in providing said support.

3. Prohibited Activities

a. Except in the performance of their duties on behalf of the County, employees
shall not engage in partisan or Apartisan political activity of any kind or
engage in any permitted political activity directed at other public employees
while they are on dutyPolitical activities include, but are not limited to:

0 Using official authority or influence to interfere with, or affect the
outcome of, an election;

o Directly or indirectly coercing any other employee to lend or contribute

anything of value to a political party, committee, candidate, or
organization;
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4.2 PROBLEM RESOLUTION

Coconino County is committed to providing the best possible work environment for its

employees. The purpose of this policy is to provide an effective process for employees to
bring forward and resolve wotlelated issues. The County realizes that, asavith
organization, problems, misunderstandings and differences of opinion may arise in daily
work situations. Therefore, it is important to provide a procedure or channel of
communication to help resolve these conflicts. However, the employee or thesuper

may seek the advice or assistance of Human Resources at any time during the Problem

Resolution Process.

The procedures described in this policy are designed to assure employees that their
concerns will be heard. No adverse action will be tak@mat any employee

participating in this process in good faith. However, any employee found raising or

documenting false or malicious claims may face disciplinary action, up to and including

dismissal.

A. INFORMAL PROBLEM RESOLUTION

The interests of both employees and the County are best served when problems

relating to the workplace are resolved through regular communication between

employees and supervisors. It is expected that employees will approach workplace
problem solving witha good faith effort toward resolution. Employees are expected

to address issues directly and calmly with whomever the problem exists, whether it is
with a fellow employee, subordinate or supervisor. If the problem is not resolved by

direct communicatiort, h e

empl oyeeds supervisor

assistance. If the employee still does not believe their concern(s) have been
addressed, they may discuss the matter with the next level of supervision or begin the
Formal Problem Resolution Procesgad below.

B. FORMAL PROBLEM RESOLUTION

Pagel of 4
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If, after attempting to reach a resolution through the Informal Problem Resolution
Process, the employee feels the problem has not been satisfactorily resolved, the
employee may initiate the Formal Problem Resolution Process within 15 working
days of thencident or initial attempt of addressing the issue.

The Formal Problem Resolution Procebkall hot be used for the following issues:

o0 Performance evaluations;

o

Employee Appeals;

o Classification;

o

i nsurance, health insurance

Subjects for which an appeal is available as per Personnel Policy 4.7,

Compensationp Any reduction in force action; andy Retirement, life

deferre

Initiating this process requires the submission of a written statement outlining the
problem along with a suggested remedy. A form for initiating this may be obtained
from Human Resources. The employee filing the grievance should proceed in the

following sequence:

1. Departmental Chain of Command

a. Submit the written statement outlining the problem and suggested remedies to
their immediate supervisor.

b. The supervisor shall respond to the employee, in writing, within 5 working
days. If the employee does not receive a response within the spaoigeat
does not believe the response satisfactorily resolves the issue, the employee
may automatically pursue the next level in the process.
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c. This process repeats until the issue is resolved or the employee has taken the
issue through every leVin their chain of command up to and including the
Department Director.

2. Human Resources Director

a. Should the employeebds issue remain unr
Department Directords official respons
documenation shall be forwarded by the employee to the Human Resources
Director within 3 working days from receipt of the response. The Human

Resources Directordos role is to review
and equitable treatment, adherence with @ppolicy and any applicable
regulations.

b. After review, the Human Resources Director shall respond to the employee in
writing within 5 working days. If the employee does not receive a response
within the specified time or does not believe the response satisfactorily
resolves the issue, the empd@ymay automatically pursue the next level in
the process.

3. County Manager
alf the employeeds issue remains unreso
Resources Directorodos official response
County Manager within 3 working days.

b. The County Manager will respond within 10 working days. The County
Manager 6s decision is final

C. ADDITIONAL GUIDANCE
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If an employee fails to appeal from one level to the next through this procedure
within the time limits listed above, the problem shall be considered settled based on

the last documented deidB.

An employee covered by these procedures who fails to take advantage of the
preventative or corrective opportunities provided herein may lose the ability to bring
a successful legal claim other action arising from facts or issues that could have

been submitted for resolution under this policy.
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4.3  ANTI-HARASSMENT

The County strives to create and maintain a work environment in which employees and
nonemployees are treated with dignity, civility and respect. Discrimination or

harassment of any kind will not be tolerated. Federal and state laws prohibit
discrimination, in whole or in part, based on the person's race, color, national origin, age,
religion, genetics, disability status, gender, sexual orientation, pregnancy, ntatits) s

or veteran status. This policy is intended to comply with the prohibitions stated in all
antidiscrimination laws.

The County will seek to prevent and correct behavior that violates this policy through
education and enforcement. All employeed aolunteers, regardless of their position or
status, are covered by and are expected to comply with this policy, and to take
appropriate measures to ensure that prohibited conduct does not occur. Any violations of
this policy may result in disciplinary &en, up to and including dismissal.

A. PROHIBITED CONDUCT

1. Discrimination
It is a violation of this policy to discriminate in the provision of employment
opportunities, benefits or privileges; create discriminatory working conditions; or
to use discriminatory evaluative standards in employment.

2. Harassment
Harassment of any kind, which includes verbal or physical conduct designed to
threaten, intimidate, or coerce, is prohibited. Appropriate action will be taken to
address any violations.

Examples of harassment include, but are not limited to:

a. D ogatory remar ks about a persondés men
b. Visual messages (e.g. posting of cartoons) that are demeaning;
c. Jokes and/or nicknames that stereotype or make fun of an individual; or,
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d. Verbal or nonverbal (e.g. mimicking or imitatingnnuendoes that have a
negative connotation.

3. Sexual Harassment

Sexual harassment includes unsolicited and unwelcome sexual advances, requests
for sexual favors, or other verbal or physical conduct of sexual nature, when such
conduct unreasonably interferes with an employee's work performance or creates
an intimidating hostile, or otherwise offensive environment.

Sexual harassment does not refer to behavior or occasional compliments of a
socially acceptable nature.

There are two types of sexual harassment:
a. QudProQuaAaThi s for thato

Quid pro quo harasnent occurs when something is given or withheld by
someone in authority in exchange for sexual favors.

b. Hostile Work Environment

A hostile work environment is created when the harassment is so severe and
pervasive that it interferes with an i
intimidating or humiliating work environment, or perpetuates a situation that

af fects t hsychaogipgal weHpeing. BAshostile environment can

be created by supervisorsworkers, or noremployees.

Examples of conduct that may constitute sexual harassment include, but are not
limited to:

o Sexually suggestive calendars, posters, and cartoons;

0 Sexual innuendoes, suggestive comments, jokes of sexual nature, sexual
propositions, lewd remarks, threats;
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0 Requests for any type of sexual favor, including repeated, unwelcome
requests for dates;

o Verbal abuse or "kidding" that is oriented toward a prohibitive form of
harassment, including that which is sexually oriented and considered
unwelcome;

0 Suggestive or insulting soundsi eering, staring, whistling, or using
obscene gestures;

o Conentin letters and notes, facsimiles (faxeghaals, text messages,
social networking, and other content that is sexual in nature; or,

o Unwelcome, unwanted physical contact, including but not limited to:
touching, tickling, pinching, patting, brushing against, hugging,
cornering, kissing, fondling, forced sexual activity or assault.

Due to the potential for sexual harassment allegations, the County strongly
discourages consensual romantic or sexual relationships between employees,
especially betweea supervisor and their direct or indirect subordinate(s). If such
relationships become disruptive to the organization, appropriate actions may be
taken to create a positive work environment.

4. Violent/Physical Threats

All employees are responsible to ensure that the workplace is free from conduct

or activities that are or may be percei
physical safety. Employees are prohibited from engaging in the following

conduct through any nfeod or means, including the use of a workplace

telephone or other electronic equipment:

a. Any threat, whether verbal or physical, or any behavior that has the effect of
creating an intimidating work environment; or,

b. Inappropriate behaviorthatadvers y i mpairs an empl oyeeb

performance, creates fear for oneds ph
other employees to function effectively.
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Violators of this policy will be subject to disciplinary action, up to and including
dismissal.

5. Bullying

The County considers workplace bullying unacceptable and it will not be

tolerated under any circumstances. All employees should be able to work in an
environment free from bullying. Workplace bullying is a repeated behavior that
harms, intimdates, offends, degrades or humiliates another employee.

Workplace bullying may cause the loss of trained and talented employees, leading
to overall reduced productivity, low morale and could potentially create legal

risks.

6. Retaliation
County pdicy prohibits retaliation against any employee who brings forward a
good faith allegation of harassment. The County provides employees with a
broad range of options for presenting allegations. However, complaints
determined to be false or malicious,|é@¥ing an investigation, will be in
violation of this policy and will be subject to disciplinary action.

No hardship, loss of benefit, or penalty may be imposed on an employee as a
result of:

a. Filing or responding to a bona fide complaint of discrimination or harassment;
b. Appearing as a witness in the investigation of a complaint; or,
c. Serving as an investigator.

B. THE REPORTING PROCESS

1. Employees are instructed to report any incidents of harassment as outlined
below:
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a. If an employee is the recipient of angwelcome gesture or remark, they are
asked not to remain silent. It is traditionally best to resolve issues directly with
the harasser by making it clear that such conduct is offensive and unwelcome.
The employee should clearly state they want the offersdnduct to cease;

b. If the employee is unable to confront the harasser or feels unsafe in doing so,
they can contact their immediate supervisor or manager; or,

c. An employee may submit a complaint, either verbally or in writing, to the
Department Director and/or Human Resources at any time.

Any supervisor that becomes aware of a situation of harassment shall notify the
Department Director.

2. Threat Management

When any of the following situations are brought todtiention of a Department
Director, the Department Director should immediately report the situation to
Human Resources for the purpose of convening the Threat Management Team.

a. Any person involved in a situation where someone has made verbal
threats ophysical violence or where they fear that physical retaliation
may take place, should immediately discuss it with their supervisor or
Department Director.

b. Similar situations could also occur as an employee comes into contact
with the public. While te County has a strong commitment to customer
service, we do not intend for employees to be subjected to threats or
continuous verbal abuse by the customer. When a customer is abusive, a
supervisor should intervene. If there is concern over the possdiilit
physical violence, it should be immediately discussed with the
Department Director.
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c. An employee may be involved in a personal dispute outside the
wor kpl ace. I f the situation escal at
Protecti onfORHPUIBARetwe. toax an Al njuncti
Against Har assment 61809et seq.oraimiar t o A. R.
orders from the court. If an employee requests a court order, they must
include the work location as well as place of residence. The employee
should inform the supervisor, as soon as practical, of the issuance of such
an order and provideaescription of the individual cited in the order.

A Threat Management Team has been appointed to assist departments to respond

to potentially violent situations by assessing the threat, developing a response,
bringing in outside assistance as needed folice, counselors, etc.) and helping

to control the situation. The team con
Office, County Attorney, Facilities, Human Resources and Risk Management.
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4.4 CONSTRUCTIVE DISCHARGE

Coconino County complies with A.R.S. §-2802, Constructive Discharge. An

employee is encouraged to communicate with their supervisors in accordance with
Policy 4.2 Problem Resolution, whenever they believe working conditions may become
intolerable and macause the employee to resign. As a precondition to the right to bring
a constructive discharge claim against the County, the employee may be required take
each of the following actions before deciding to resign:

1. Notify the Human Resources Directonimiting that a working condition exists that
they believe is intolerable, that will compel the employee to resign, or that constitutes
a constructive discharge.

2. Allow the County 15 calendar days to respond in writing to their claim. Any response
should not be seen as an admission by the County that it has committed an act that
contributed to, or gave rise to, any claim or cause of action.

3. Readandconsiderti@ount yés response to their writt

If an employee reasonably believes that they cannot continue to work, pending the
Countybés response, they may be placed on A
County. This leave can be up to 15 odlar days or until the County has responded in

writing to their written complaint, whichever comes first.
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45 PERFORMANCE MANAGEMENT

Per formance evaluations are an essenti al

part

process, which begins when an employee accepts employment with the County and continues
throughout her/his term of employment. As important as performance évatuate, they
cannot substitute for ongoing dialogue between supervisors and employees. For performance

management to succeed, supervisors and employees must discuss job performance and goals on

an informal, dayto-day basis with formal evaluations coniple at least once each year. The
intent of the performance

evaluation i s

to pr

performance in the prior year. Formal, written evaluations will be completed each year by the

empl oyeeos

a n neir cugentpeasition. dat e i

A. PERFORMANCE EVALUATION PROCESS

n th

Supervisors are required to meet with their employees individually each year to discuss
performance, complete the formal evaluation form, review competencies, and establish goals
for the next review period. Goals may be revised and updated throughoatathe y

Supervisors are strongly encouraged to complete goiid review for each employee, in

addition to the annual evaluation. In the event that a performance or behavioral problem has

developed during the year, the performance evaluation confereniggzra formal setting

for addressing the issue.

In fiscal years in which the Board of Supervisors has approved merit increases, an

empl oyeeos

mer it i ncrease i

s dependent

If the Department Directatetermines that performance in any area is sufficiently
problematic as to justify withholding of a merit increase, the Department Director will work
collaboratively with Human Resources to make a final decision. If it is determined that the
merit increasshould be delayed, the evaluation must be accompanied by a written work

pl an designed t

days.

O bring the

empl oyeeds

upon

perfor

If the employee successfully completes the work plan within 90 days, the employee may
receive the performance/merit increase, but no retroactive pay will be awarded.

Performance evaluations are not disciplinary actions and may not be appealed to the

of



Employee Appeals Board. The Department Director is the final authority. If an employee
promotes, transfers or leaves employment with Coconino County, a closeout evaluation
should be completed.
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4.6  DISCIPLINARY PROCESS

The goal of Coconino Countydés progressive
are afforded adequate notice and opportunity to address inappropriate performance or
behavior. The degree of discipline shall relate to the grav¥ithe infraction while taking

into consideration the employeedbs past per

Although it is preferred that corrective and disciplinary actions are administered
progressively, there is no manDepdrtmenty seque
Director, in consultation with the Human Resources Director, will determine the most
appropriate disciplinary action to fit the circumstances. Department Directors are

required to consult with Human Resources throughout the disciplinary praxeégprior

to imposing any appealable disciplinary action such as suspension for 3 or more days,
demotion, or dismissal.

A. CAUSES FOR CORRECTIVE OR DISCIPLINARY ACTION

The following list is not alinclusive but illustrative in nature:
1. Fraud in obtaining employment;
2. Incompetence;

Inefficiency;

W

Neglect of duty;
5. Insubordination or other disrespectful conduct;
6. Dishonesty;

7. Purchasing, possessing, dispensing, consuming, or selling alcoholic
beverages, controlled substances, or illegal drugs while in performance of
County duties;
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8. Absence without notice. An employee who is absent without notice for 3 or
more consecutive workags will be considered to have voluntarily resigned
employment;

9. Commission or conviction of a misdemeanor or felony crime, either of which
woul d affect the employeeds suitabilit

10. Discourteous treatment of others;

11.Nonconpliance with personnel and/or departmental policies, laws, or
regulations;

12.Engaging in prohibited political activity;

13.Misuse, theft, or inappropriate removal of County property;
14.Negligence or improper conduct leading to injury or damage;
15. Abuse of privieges (such as leave benefits, flexible scheduling);
16. Unsafe work habits or actions;

17.Fighting or threatening violence in the workplace;
18.Boisterous or disruptive activity in the workplace;

19.The use of force, fear, or intimidation for personal gain;

20. Failure to obtain or maintain minimum qualifications, licenses, or
certifications required for the position;

21.Mishandling of public funds;
22. Falsifying County records;
23.Unauthorized disclosure of confidential information;

24. Unsatisfactory performance or conduct;
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25. Excessive absenteeism or tardiness;

26.Commission of an act of discrimination or harassment pursuant to Title VII of
the Civil Rights Act;

27.Sexual or any other unlawful or unwelcome harassment; or,
28. Any other volation of County personnel policies.

B. COACHING AND COUNSELING

The following actions are intended to document and correct performance and
behavioral deficiencies:

1. Verbal Coaching

A supervisor may engage in verbal coaching with an employee at any time for
problem resolution, to advise an employee of improper performance or conduct,
and to identify the actions the employee can take to correct the situation. The
supervisor shall doecoent the date and nature of this coaching.

2. Documented Verbal Coaching

A supervisor, manager, or Department Director may conduct a Documented
Verbal Coaching with an employee at any time to identify and correct or improve
performance or conduct. This action involves meeting to discuss the problem,
asking the employee to signmemorandum documenting the meeting and
clarifying the steps that will be taken to correct the problem. The Documented
Ver bal Coaching memorandum shall be kep
there is another occurrence, the memorandum may be sisieel basis for further
disciplinary action.

3. Counseling

Personal matters an employee may be dealing with may carry over into the
workplace and/or effect performance. Supervisors should not try to counsel
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employees on personal matters; howetrete is a free counseling benefit

available to employees through our Employee Assistance Program (EAP).
Supervisors are encouraged to share the EAP contact information with employees
and encourage them to use this free benefit.

C. DISCIPLINARY ACTIONS

Prior to disciplinary action, it is recommended that employees are coached and
counseled to improve performance or behavior, please see section B of this policy.
When coaching and constructive feedback have not yielded dessudts, the
progressive discipline process may be requifée: following disciplinary actions

are intended to provide progressive discipline for serious or repetitive instances of
improper performance or behavior. Disciplinary action should not be vekeout
consultation with Human Resources.

1. Written Reprimand

A Department Director may issue a Written Reprimand to admonish an employee
for serious or repetitive improper performance or conduct. The Written

Reprimand shall be signed by the employee and the Department Director, with the
original sent to Human Resources for placement in the employee's official
personnel file. Written Reprimands shall include:

A description of the violation(s);

The specific policy violation(s);

The impact of the violation(s);

The date of any verbal coaching or other corrective or disciplinary actions
that occurred prior to the incident;

e. Expectations detailing what the empégymust do to solve the problem(s);
and,

f. The consequences of further violations.

oo op
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2. Administrative Probation

Administrative Probation is a serious disciplinary tool used to help monitor and
improve work performance and employee conduct. The DapattDirector

may place an employee on Administrative Probation for a specified period of time
not less than 30 or more than 180 days. A work plan is required when an
employee is placed on Administrative Probation. A written performance appraisal
detailingthe employee's success or failure in completing the probationary period
is required at the end of Administrative Probation. Failure of the employee to
successfully complete the probationary period may result in more serious
disciplinary action, up to andcluding dismissal.

3. Suspension

Suspension is a significant disciplinary action and may be used by a Department
Director, in consultation with Human Resources, for serious incidents or habitual
improper performance or conduct. Employees who areemempt under the Fair
Labor Standards & (FLSA) may be disciplined with suspension without pay for

up to 30 days. Employees who are exempt under the FLSA shall not be subject to
suspension without pay unless the suspension is wddylincrements (please see
A.R.S. 8§ 381101,et seqin recard to suspensions for Law Enforcement Officers

or Probation Officers as defined by the statute). Suspensions without pay of more
than 3 days require that the employee be given written notice of the intent to
suspend.

4. Involuntary Demotion

Demotion of an employee to a lower grade in the classification system for a
disciplinary reason may be used by a Department Director, in consultation with
Human Resources, for serious incidents or repetitions of improper performance or
conduct. Involuntar demotion requires the employee be given preliminary

written notice of the intent to demote and a salary reduction, see Personnel Policy
2.3, Salary Plan Administration.
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5. Dismissal

Dismissal is the most significant disciplinary action and maysee by a

Department Director, in consultation with Human Resources, for serious incidents
or repetitions of improper performance or conduct. Dismissal requires the
employee be given preliminary written notice of the intent to dismiss. Employees
dismissedor disciplinary reasons may be considered ineligible for rehire.

D. EMPLOYEE DUE PROCESS RIGHTS

Human Resources must be consulted prior to any suspension, demotion, or dismissal.
Before suspending for more than 3 days without pay, demoting, or dismissing a
regular employee, the Department Director must give the employee due process
rights to includehe following:

1. Written Notice of Intent

The Written Notice of Intent shall state:

a. The proposed action;
b. The date it is intended to take effect; and,
c. The specific grounds and particular facts upon which the action is based.

The notice may include any applicable materials, reports, or documents relating to
the intended action. A copy of the notice shall be sent to Human Resources to be
placedinthe mpl| oyeebés official personnel file

2. Response to Written Notice of Intent

The employee is given no less than 3 working days to respond to the notice, either
verbally or in writing, to the Department Director. If no response is received, the
original action date provided in the notice is final. If a response is received, the
Department Director has a minimum of 24 hours, but no more than 3 working
days, to consider the response. Af ter
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provided), the Department Director will decide whether to sustain, modify or
withdraw the proposed action

If it is determined to be in the best interests of both the employee and the County,
the employee may be placed on paid Administrative Leave during the due process
period, see Personnel Policy 6.8, Administrative Leave.

3. Notice of Action

The employee will receive the final Notice of Action from their Department
Director in writing, and will be provided with a copy of the Employee Appeals
Policy, if applicable. The Notice of Action shall be sent to Human Resources for
placement in the offial personnel file.

E. EFFECTIVE DATE OF DISCIPLINARY ACTIONS

Suspensions, demotions, and dismissals for disciplinary reason(s) shall be effective
on the date specified in the final Notice of Action, even when the employee files an
appeal per Peosinel Policy 4.8, Employee Appeals.

F. RECORDKEEPING
1. The written documentation of a Verbal Coaching or Documented Verbal
Coaching shall be placed in the employe
given to the employee.

2. The original documentation for all disciplinary actions shall be forwarded to

Human Resources for placement in the em
Additional copies shall be given to the employee and placed inthd emy e e 6 s
department file. Records of these actd.i

official personnel file if sustained performance/behavior improvement has been
observed for one (1) year after the action. The purging of a disciplinary action is

notaa omati c and requires Department Direc
responsibility to request, in writing to the Department Director, removal after one
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4.7  ADMINISTRATION OF THE EMPLOYEE APPEALS BOARD

The Employee Appeals Board hears employee appeals related to unpaid suspension for
more than three days, termination of employment or demotion with associated loss of
pay which cannot be resolved through itifermal/formal problem resolution process.

A. MEMBERSHIP AND APPOINTMENT

Members of Employee Appeals Board (5) and alternates (3) shall be selected from

among the qualified electors of the County and appointed by the Board of
Supervisors.

B. TERM

Each member and alternate shall hold office for a term of four years.

C. REMOVAL

A member of the Employee Appeals Board may be removed by the Board of
Supervisors for cause. Any of the following circumstances shall require the
resignation of the Employee Appeals Board member and authorize the Board of
Supervisors to appdim new member to fill the unexpired term so vacated:

1. Absence from three consecutive meetings, except in extenuating circumstances
subject to review by the Board of Supervisors.

2. Acceptance of any paid appointive or elected office, or employmeng i@ahnty
service.

D. MEETINGS

At the beginning of an appeal hearing the Board shall select a Chair from among its
members. During the appeal hearing the Chair will maintain order and direct the
proceedings to a timely and just conclusion. The chair shall administer oaths, base

her/hs actions on statute, proper personnel policies and procedures, and the evidence
produced.
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4.8 EMPLOYEE APPEALS
A. MATTERS WHICH MAY BE APPEALED
Only the following disciplinary actions may be appealed:
1. Dismissal;
2. Involuntary demotion in rank or compensation; and
3. Suspension without pay of more than 3 days.

B. ELIGIBILITY TO APPEAL

Except as provided below, a regular status employee who has completed their initial
probationary period may appeal an action resulting in dismissal, demotion in rank or
compensation, or suspension without pay of more than three (3) days.

During theappeal process, the decision being appealed shall remain in effect until a
final decision of the Employee Appeals Board is issued in writing.
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The following positions are not eligible to appeal disciplinary actions:

1.

2.
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09/01/15
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County Manager, Deputy County Magers, and Assistant County Managers;
Elected Officials and their Chief Deputies;
Commanders appointed by the Sheriff;

Appointed officials including Department Directors, Assistant Department
Directors, and Deputy Department Directors;

Positions filled by appointment of the Board of Supervisors, including but not
limited to, the Clerk of the Board, Medical Examiner, Rubiduciary, Public
Defender, Legal Defender, County Engineer, and Executive Assistant to the
BOSAtWiIll

6.

7.

Technical experts, consultants, or professionals employed on a fee basis;

Employees on initial probation, temporary employees, limited term employees,
emergency appointed employees, and those who have resigned,;

All other At-Will positions; and

Empgoyees of the Superior Court who are subject to the Judicial Merit System
Rules, including but not limited to, Juvenile Court Services, Adult Probation, and
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Clerk of the Court. Such employees may have appeal rights pursuant to the
Judicial Merit System.

C. APPEAL PROCEDURE

1. Time of Filing
Employees must file a written appeal with the Director of Human Resources
within 10 business days following the date of personal delivery or mailing by
certified mail of the written notice afismissal, suspension, or demotion. If
mail ed, the notice shal/l be mail ed
appeal will be considered filed when it is received by the Human Resources
Department. Upon receipt, the Human Resources Director shdllascopy of
the appeal statement and any attachments to the Department Director/Elected
Official.

2. Contents of Appeal
The appeal shall be in writing and shall contain:
a. A concise statement of the facts upon which the appeal is based;
b. Alist of issues to be resolved and suggested remedies;

c. A list of facts and issues on which there is agreement;

d. A list of facts and issues on which there is disagreement;

05/20/03
11/16/10
09/01/15
11/13/18
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e. A list of written evidence or exhibits which may be offered at the hearing; and
f. A 1list of possible witnesses, which sh
information, and a brief summary of th

3. Receipt of Appal

Upon receiving the appeal, the Human Resources Director will review the
document for the above listed contents. In collaboration with legal counsel, the
Human Resources Director shall make an initial determination of whether or not
the appeal is whtin these rules. If the appeal is not within the constraints as
outlined in this policy, the Human Resources Director will notify the employee in
writing within five (5) business days.

4. Appeal Leave

In cases of demotion and suspension, employé&esfiie an appeal or the

empl oyeedbs representative wil/l be el igi
five (5) hours per appeal when requested for the purpose of personal investigation

to prepare for the appeal. Time in excess of five (5) houraggezal in a single

fiscal year must be approved in advance and will be charged to some other type of
leave (e.g., vacation or compensatory time).

5. Hearing Officer Selection

The appeal shall be heard by a Hearing Officer selected by the Humandessou
Director from a roster of qualified hearing officers.

The employee and the Department Director shall each have one opportunity, for
cause or otherwise, to challenge a Hearing Officer who has been selected within
five (5) business days of notice of selection. All notices of challenges shall be in
writing anddelivered to the Human Resources Director.
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6. Hearing Officer Authority and Duties

The Hearing Officer is authorized to grant or refuse extensions of time, to set the
proceedings for hearings, to issue subpoenas for witnesses and documents through
the power of the Board of Supervisors pursuant to A.R.218] to conduct the

hearing, taefuse or accept testimony and evidence into the record, to cause a
recording of the proceedings to be made, and to make findings of fact, conclusions of
law, and recommendations to the Employee Appeals Board for final determination.
The Hearing Officeshall be responsible for all administrative duties of the hearing
process including communication to all parties, distribution of notices, and
coordination, recordation and documentation of the hearing. The Hearing Officer
shall have the ability to rulenovhether any evidence to be presented is relevant to
the appeal.

7. Time for Hearing

The hearing shall be held within thirty (30) business days of the appointment of a
Hearing Officer, unless continued to a specified date for good cause bybtider
Hearing Officer. Failure to appear at the hearing shall be grounds for dismissal of the
appeal by the Hearing Officer. Either party may request a continuance prior to the
hearing date. At no time will the hearing be extended beyond sixty (6@gbss

days beyond appointment of the Hearing Officer. An employee waives all rights to
back pay for any period of continuance granted upon his or her request.
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8. Notice of Hearing

The Hearing Officer shall, at least fifteen (15) business dags forthe date of the
hearing, provide written notice of the time, date, and place of the hearing. The
Notice of Hearing shall be personally delivered or sent by certified mail to the
employee and to the Department Director, with a copy to the HumanrResou
Director. The Notice of Hearing shall include specific instructions to the employee
and Department Director as to their role and the deadlines in the provision of
evidence for consideration.

05/20/03
11/16/10
09/01/15
11/13/18

9. Disclosure of Exhibits and Witnesses

At least ten (10) business days prior to the Hearing, the employee and the
Department Director shall provide to the Hearing Officer and the other party,
copies of all documents to be used as exhibits and a list of all withesses who are
expected to testify.

10. Representation

The employee may represent themselves, or be represented by legal counsel or
any nonlegal person, at his or her expense. The Department Director may
represent themselves or be represented by the County Attorney or outside counsel
with approval of the Cauty Attorney. Each party shall within five (5) business

days of the date of issuance of the Notice of Hearing, inform the Hearing Officer
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of their choice of representation, including the name, address, and telephone
number of the representative.

11. Nature of Hearing

Hearings will be closed to the public unless requested by the employee to be held
in open session. Employee must notify the Hearing Officer of their request to
open the hearing at least five (5) business days in advance of the hedhag s

the notice of hearing may be appropriately posted.

All testimony at the hearing will be recorded. The Hearing Officer shall decide
the appropriate method of recording the hearing, which shall be at County
expense. Either party may request ascaipt at their expense.

All testimony at the hearing shall be given under oath administered by the
Hearing Officer.

The employee shall appear personally. Failure to request a continuance in
conformance with these rules and subsequent failureebgriployee to appear at

the time and place set for hearing shall be grounds for dismissal of the case upon
motion of the Department or on motion of the Hearing Officer.

05/20/03
11/16/10
09/01/15
11/13/18

12. Witnesses
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13.

14.

Any witnesses other than the employee and Department Director may, at the
discretion of the Hearing Officer, be excluded from the hearing room except
during the time of their testimony.

Witnesses who are not County employees and are subpoenaeddaaditsaring

are entitled the same fee and mileage reimbursement as is allowed witnesses in
civil cases of the State of Arizona. Witness fees and mileage reimbursement will
be paid by the party requesting the subpoena.

County employees called as wasses to attend a hearing shall be paid their base
pay rate for the time spent. No employee will lose any wages and/or benefits as a
result of testifying.

Depositions may be taken if a witness does not reside within the County or within
100 miles of tie place where the hearing or investigation is to be held, is out of
state, or is too infirm to attend. Depositions will be at the expense of the
requesting party.

Rules of Evidence

Hearings will be informal and technical rules of evidence vatlapply to the
proceedings, except that the Hearing Officer may exclude irrelevant, immaterial,
incompetent or unduly repetitious evidence or evidence protected by the rules of
privilege recognized by law.

Withdrawal of Appeal

The employee masubmit a written request to withdraw the appeal at any time
prior to the decision of the Hearing Officer. A request to withdraw must be sent
to the Hearing Officer and the Human Resources Director.

Failure of the appellant to appear at the hearing shall be grounds for dismissal of
the appeal, except under valid emergency or other extenuating circumstances.
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15. Settlement of Appeal

The employee and the Department Director may settle the appeal at any time
before the Employee Appeals Board renders its final decision. If the parties reach
an agreement, it shall be put into writing and signed by the employee and the
Department Director The agreement shall be final upon review and approval of

the County Attorney and the Human Resources Director. Any monetary
settlement shall be subject to approval by the County Manager and/or the Board
of Supervisors.

16. Findings of Fact, Condusions of Law, and Recommendation

Within fifteen (15) business days after the conclusion of the hearing, the Hearing
Officer will file their Findings of Fact, Conclusions of Law, and
Recommendations with the Human Resources Director. The HumaorBeso
Director will then distribute the Findings to the Employee Appeals Board,
employee, Department Director, and any applicable legal counsel.

17. Standard of Review

The Hearing Officer may recommend modi f
disciplinary action only if the action was taken without reasonable cause. The

Empl oyee Appeals Board may modify or re
Recommendation only if the Recommendation is made without reasonable cause.
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18. Employee Appeals Board Review anéFinal Decision

Within thirty (30) business days of receipt of the Findings of Fact, Conclusions of
Law, and Recommendation, the Employee Appeals Board shall convene and
render a decision based on the Recommendation and supporting record of the
Hearing Officer. The Hearg Officer Findings will be provided to the Employee
Appeals Board prior to convening the Board for a decision. Upon request, the
Employee Appeals Board may receive transcripts or audio recordings of the
hearing. Oral argument may be requested by ditieeemployee or the

Department Director, or ordered by the Employee Appeals Board on its own

05/20/03
11/16/10
09/01/15
11/13/18

motion. No new testimony will be taken and no new evidence will be submitted.
A request for an oral argument must include the legal reasons why the decision
should be overturned, describe any contested facts, and give an explanation why
the argument is gtified.

The Employee Appeals Board may have its own legal counsel.

The Employee Appeals Board may adopt, modify, or reject the Recommendation

of the Hearing Officer and will render its decision in writing to the Human

Resources Director, with copies sent to both parties and their legal counsel
explaining the reasons intdea i | i f modifying or reject.i
Recommendati on. Modi fication or reject
Recommendation may be done only if the Recommendation was made without
reasonable cause.
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The decision of the Employee Appeals Bosindll be made by majority vote of a
guorum present, either in person or electronically. The decision of the Employee
Appeals Board shall be final. If an employee is on an approved period of leave
with pay, the final action will be effective at the endlw# approved period of
leave with pay. If an employee is on Administrative Leave with Pay, the final
action will be effective on the day of the decision of the Employee Appeals
Board.

In the event of a decision in favor of the employee, the Emplopeeds Board

has the authority to determine, upon
Recommendation and the record of the hearing, the appropriate remedial action or
just and equitable relief to the employee that is in the best interest of the County
and the public.

The parties must comply with the decision of the Employee Appeals Board within
ten (10) business days.
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5.1 PUBLIC RECORDS REQUESTS

The following is a condensed version of t
Requests. A copy of the full policy, which covers this subject in greater detalil,

may be obtained from the Clerk of the Board of Supervisors. This policy provides

basic guidancéor departments when handling public requests for information.

A. NATURE OF PUBLIC RECORDS

Public records are definedinARS85 1. 15 as fAé. al | book:
maps, photographs or other documentary materials, regardless of physical

form or characteristics, including prints or copies of such items produced or
reproduced on film or electronmedia pursuant to section 84%51.16,

made or received by any governmental agency in pursuance of law or in

connection with the transaction of public business and preserved or

appropriate for preservation by the agency or its legitimate successor as

eviderce of the organizations functions, policies, decisions, procedures,

operations or other activities of the government; or because of the

i nformational and historical value of

Public records are those which are required by lapetkept, or which are
necessarily kept in order to discharge public duties, or which are kept at the
convenience of a public employee as evidence of the activities or
transactions of their office. Most records are open to inspection by any
person. WhiléArizona law generally favors disclosure, some information
should not be disclosed,; this information is defined below.

Public records shall be open for public inspection at all times during office
hours, with three broad exceptions. These exceptimadvie

confidentiality (e.g., medical records), personal privacy (e.g., home
address, phone number, social security number), or best interests of the
County (e.qg., release would inhibit public safety efforts).

1.  All public information requests should babmitted to Coconino
County departments in writing.
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2. All written requests for public information must be approved by the
Department Director before the information is released.

3. All questions concerning requests for public information that fall
within the categories of confidentiality, personal privacy best
interests of the County wil!/ be
Office. The County Attorney advises departments what information
will be released to the public.

REQUESTS MADE FOR COMMERCIAL PURPOSE

Commercial Purpose is the use of a public record for the purpose of sale or
resale of a document, obtaining names and addresses for the purpose of
solicitation and any purpose in which the purchaser can anticipate the
receipt of monetary gain from the diteor indirect use of public record.

If such a request is made, a certified statement must be provided indicating
the commercial purpose for which the copies, printouts or photographs will
be used.

FEES CHARGED

The fee for copies of publiecords is to be paid upon receipt of the copies.
This figure may change as the fee policy is updated.

ref
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IV

5.2 PERSONNEL FILES

Coconino County Human Resources maintains an electronic personnel
file on each employee. The personnel file includes such information as
the employee's job application, resume, records of training, performance
evaluations, salary increases, and other eynpémt records, such as
disciplinary actions. Departments may also retain departmental personnel
files.

Personnel files are the property of Coconino County, and access to the
information they contain is restricted. Generally, only supervisors and
elected or appointed officials who have a legitimate reason to review
information in a file are allowed to do dba request is made to see any
employee record, the employee will be notified and has a right to be
present when their record is reviewed.

Employees who wish to review their own file should contact Human
Resources or their Department Director. Withs@nable advance notice,
employees may review their own personnel files in the presence of
Human Resources staff.

Through an intergovernmental agreement, Human Resources also
maintains the personnel files of employees of the Coconino County
Superior Cart and its departments, including Adult Probation, Juvenile
Court Services, and the Clerk of Court. Judicial employees and their
personnel files are subject to Arizona Supreme Court Rule 123, see the
Judicial Personnel Policies and Procedures.
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5.3 EMPLOYMENT CHECKS
A. CONDUCTING REFERENCE CHECKS

Coconino County believes hiring qualified individuals to fill positions
contributes to the overall strategic success of the organization. Reference
checks and court information public access checks are collected as a means of
promoting a safe work envirorent for current and future employees and the
public. Reference checks are conducted prior to the initial job offer.

All information attained from reference check processes will be used as part of
the applicant hiring process. All reference check iregwill be forwarded to
Human Resources.

B. RESPONDING TO REFERENCE CHECKS

Human Resources will respond to reference check inquiries regarding current
or former employees to confirm only the dates of the employment, wage rates,
and position(s) heldEmployment data beyond that listed above will not be
released without a written authorization and release signed by the individual
who is the subject of the inquiry, or a court order.

C. PRE-EMPLOYMENT CHECKS

Coconino County kRaB8oadopResdl atiBan Whi l
of prior criminal history on initial job applications is not required, a number

of positions within county departments continue to require background checks
and other additional checks due to their work with vulnerabiiations or

the safetysensitive nature of these positions.-Bmeployment checks, as

listed in the job posting, will be conducted following a contingent offer of
employment and may include but are not limited to criminal background
checks, polygraph irestigations, Motor Vehicle Division records checks,
fingerprint clearance checks and/or credit checks. Successful results from
applicable checks are a condition of employment for specified positions to
fulfill certain duties of the position and/or to fdafety sensitive positions.



Continuous employment in such positions may also be contingent upon
successful completion of random checks throughout the course of
employment.
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IV

D. PUBLIC RECORDS REQUESTS

Public records requests for other employee information shall be refetres to
County Attorneyod6s Office for determinat
without redactions is appropriate under the law. In some cases, the County
Attorneyobés Office may choose to seek a



Page 1 of 2



Coconino County

EMPLOYMENT STATUS AND RECORDS
Personnel Policy 5.4 Personal Data Changes

Origination Date: 03/04/9 Policy Exceptions: None
Revision Approval Date(s):
GG 06/27/17

5.4 PERSONAL DATA CHANGES

It is the responsibility of each County employee to promptly notify Human Resources
and their supervisor of any changes in personal data. Such changes may include
personal mailing addresses, name changes, electronic mail addresses, telephone
numbers, numdr and names of dependents, individuals to be contacted in the event of
an emergency, and other status reports should be accurate and current at all times.

It is also important to update benefits records, including benefidesignationsA

Quialifying Life Event (QLE), also known as a qualified status change, is an event
specified under IRS guidelines that allows employees to change certain benefit and
dependent elections at a time other than the annual open enroliment pe1mdyees

have 31 days from the date of the event to make changes to their elections. The only
exception to this is a loss or gain of state coverage, AHCCCS (Arizona Health Care
Cost Containment System coverage), for which employees have 60 days fidatethe

of the event to make changes to their elections. Employee change(s) must be consistent
with and directly caused by the event; the Plan Administrator or its designee determines
whether the Participant has a permissible change in their status asquehyithe IRS

and the Plan. Refer to Personnel Policies: 6.4, Personal Leave Without Pay; 6.5
Maternity and Paternity Leave; or 6.6 Family and Medical Leave of Absence
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VACATION LEAVE

The primary intent of vacation leave is to enable each eligible employee to return to work
mentally and physically refreshed.

Employees shall request vacation leave far enough in advance of the dates of the desired leave
to allow the employee's supervigdo schedule around the employee's absence in order to meet
the County's needs. It is the supervisor's responsibility to determine the vacation calendar, and
elected or appointed officials have the discretion to approve or deny vacation leave requests fo
their employees. Reasonable policies shall be developed within each department that establish
standards and procedures for the request and approval oflteadéition, departments shall
establish procedures to address requests for leave in emergency situations when advance
approval cannot be obtained. A department may establish a "no vacation" policy for certain
heavy work periods.

The rate at which vacation leave is accrued bytinle employees increases incrementally in
accordance with their years of continuous service with the County. The schedule of accrual
rates is as follows:

A Full-time employees accrue vacation leave atrtite of thirteen working days per
year (4.00 hours per pay period) during their first three years of employment.

A At the beginning of an employee's fourth y&ifth month), the rate of accrual is
increased to fifteen working days per year (4.62 hpaysperiod).

A At the beginning of an employee's sixth year (61" month), the rate of accrual is
increased to eighteen working days per year (5.54 hours/pay period).

A At the beginning of an employee's eleventh year (121" month), the rate of accrual
is increased to twenty working days per year (6.16 hours/pay period).

A At the beginning of an employee's sixteenth year (181" month), the rate of accrual
increases to twentfive working days per year (7.69 hours/pay period).
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o At the beginning of an empyee's twentyfirst year (241" month), the rate of accrual
increases to thirty working days per year (9.23 hours/pay period).

Parttime employees accrue vacation leave in proporttidimne number of hours worked per pay
period. Vacation leave shall no¢ charged against an employee's accrual leave balance for an
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authorized holiday which occurs while the employee is using vacation leave.

Vacation leave is not accrued during an approved leave of absence without pay. Unless a request
for leave is approved by the elected or appointed official prior to hire, eag¢nfaland

parttime employee must complete six months of his or her initidlgtionary period before

becoming eligible to use vacation (the exception to this is military leave). Under certain
circumstances, an employee may be eligible to use vacation leave concurrently with Victim

Leave (see Policy 6.12 for more information).

A maximum of 240 hours of vacation leave may be accrued; any excess is forfeited. Employees

who are paid through grant funding may be required to use all or part of accrued
vacation time prior to the end of the expiration of the grant.

Employees transferring between County departments and employees who are promoted retain
accumulated leave.

Vacation leave may not be advanced.
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COCONINO

COUNTY ARIZONA

6.2 PAID SICK TIME

Effective July 1, 2017, Coconino County offers employees Paid Sick Time (PST) as
outlined by the Arizona Fair Wages and Healthy Families Act and Arizona Revised
Statutes § 2373. At Coconino County, Paid Sick Time accruals @sabe are

evaluated on a fiscal year basis, from July 1 through June 30. Regular and temporary
employees may use PST for themselves or a family member for:

1. Physical illness, injury or health condition, or mental illness, including
psychological or othezounseling;

2. Medical diagnosis, care or treatment of a mental or physical iliness, injury or health
condition;

3. Preventive care;

4. Physician or practitioner appointments for employee and members of the
immediate family as listed above that cannostieeduled outside of working
hours;

5. Cl osure of an i mmediate family member ds
health emergency;

6. When determined by the health authorities having jurisdiction or by a health care
provider that the employee orimcheé at e f ami ly member 6s pr e
community may jeopardize the health of others because of exposure to a
communicable disease, whether or not the employee or family member has
contracted the communicable disease;

7. An exposure to a contagious diseasd possible endangering of others by
attendance on duty;

8. Medical attention needed to recover from physical or psychological injury or
disability caused by domestic violence, sexual violence, abuse or stalking;
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9. Services from a domestic violence or sexual violence program or victim services
organization;

10. Relocation or taking steps to secure an existing home due to domestic violence,
sexual violence, abuse or stalking; or,

11. Legal services, including but notrited to preparing for or participating in any
civil or criminal legal proceeding related to or resulting from domestic violence,
sexual violence, abuse or stalking.

A. FAMILY MEMBER

For the purposes of PST and this policy, family member is debgeA.R.S. 8§
23-371 as:

1. Regardless of age, a biological, adopted or foster child, step child or legal
ward, a child of a domestic partner, a child to whom the employee is
standing in loco parentis, or an individual to whom the employee stood in
loco paentis when the individual was a minor;

2. A biological, foster, step parent or adoptive parent or legal guardian of an
empl oyee or an employeeds spouse or dol
stood in |l oco parentis when the empl oy:¢
partner was a minor child;

3. A person to whom the employee is legally married under the laws of any
state, or a domestic partner of an employee as registered under the laws of
any state or political subdivision;
4. A grandparent, grandchild or sibling (whether of a biological, foster,
adopt ve or step relationship) of the emp
domestic partner; or,

5. Any other individual related by blood or affinity whose close association
with the employee is the equivalent of a family relationship.

B. ACCRUALS
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All employees, including temporary employees, receive PST or begin accruing
PST immediately upon their first day of work. Accruals are as listed below:

1. Full time regular status employees receive in their PST bank 40 hours of
PST at the beginning of éafiscal year (July 1). Newly hired full time
regular status employees receive in their bank 40 hours of PST immediately
upon hire.

2. Parttime and Temporary employees accrue 1 hour of PST for every 30
hours worked as recorded for payroll purposes. Vacation leave, PST, paid
holidays and other absences, paid or unpaid, do not count toward hours
worked for determining PST. Temporary eny@es begin accruing PST
immediately upon hire. Temporary employees may not accrue more than 40
hours of PST in a fiscal year.

C. USAGE
PST usage is subject to the limitations as outlined below:
1. Employees may not use PST for the first 90 cddemays of employment;

2. Employees may not use more than 40 hours of PST in a fiscal year, even if
their balance of accrued PST is greater than 40 hours;

3. PST may be taken intermittently;
4. PST leave may not be advanced to an employee;

5. Employeesvho leave County employment and are rehired by the County
within nine months of separation will have any previously accrued, but
unused, PST reinstated to their PST accrual bank. The previously accrued
balance is available immediately upon rehire;

6. Under certain circumstances an employee may be eligible to use PST
concurrently with Victim Leave (see Policy 6.12 for more information);
and,
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7. Employees who are on an approved FMLA leave must use accrued PST
concurrently with the FMLA leave.

ACCRUAL BALANCES

PST accruals are subject to the limitations as outlined below:

1. Employees accrue PST on a fiscal year basis, July 1 through June 30;
2. Any unused PST will carry forward to the next fiscal year;

3. Employees transferring between County departments and employees who are
promoted retain accrued PST;

4. PST does not accrue during a leave of absence without pay;

5. Employees who leave County employment will forfeit any unused PST at
time of separation;ral,

6. Employees who leave County employment and are rehired by the County
within 9 months of separation will have any previously accrued, but unused,
PST reinstated to their PST accrual bank.

RETURN TO WORK

Coconino County requires that emydes using PST on 3 or more consecutive

work days provide reasonable documentation that the PST was used for
purposes permitted by Arizonads earned
more consecutive work days must provide a release from a physician,

prectitioner or other professional as outlined in state law prior to returning to

work.
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F. EMPLOYEE NOTICE TO DEPARTMENT

Employees shall make a good faith effort to provide notice of the need for PST
in advance of the use of the PST and shall make a reasonable effort to schedule
the use of PST in a manner that does not unduly disrupt the operations of the
employer.

1. Employees shall notify their immediate supervisor as early as possible of the
use of PST, but not less than 2 hours prior to an unforeseeable absence, or 1
week prior to a foreseeable absence;

2. When possible, the request to use PST must inchedexpected duration of
the absence;

3. When no expected duration of the absence is shared, employees shall notify
their immediate supervisor each day of the absence; and,

4. Employees shall notify their immediate supervisor in writing when providing
notice and/or requesting to use PST.

G. RECORDKEEPING
Coconino County complies with notice, posting and recordkeeping requirements
as outlined in state law and as such will maintain PST records for 4 years. The

recordkeeping requirements include:

1. Posting earned PST notices in the workplace;
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2

.Providing employees with the employerds

telephone number in writing upon hire;

3. Providing employees with a notice that informs them of their rights and

responsibilities under the Arizona Fair Wages and Healthy Families #dt; a

4. Maintaining payroll records in accordan
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6.3 PAID TIME OFF

Coconino County provides regular employees with Paid Time Off (PTO) Leave, in
addition to Vacation Leave and Paid Sick Time, as a benefit. At Coconino County, PTO
is designated for specific use as is outlined in this policy and should be used after Paid
Sick Time (PST) has been exhausted.

A. PTO USAGE

PTO is a privilege and not an entitlement, and is to be used in case of actual illness or
injury suffered by an employee or immediate family, i.e., mother, father, spouse,

child, foster child, siblig, spouseds parents, grandparen
certain approved related purposes as outlined below.

1. Physical or mental iliness (including counseling) or injury;
2. Medical, mentglmaternity or dental care;

3. An exposure to a contagious disease and possible endangering of others by
attendance on duty; and

4. Physician or practitioner appointments for employee and members of the
immediate family as listed above, that cannot be scheduled outside of working
hours.

Under certain circumstances an employee may be eligible to use PTO concurrently with Victim
Leawe (see Policy 6.12 for more information).

Employees must be under the care of a physician or practitioner during an extended PTO of
three days or more and appropriate documentation must be provided during the period of
extended leave. Employee must\pde a release from physician or practitioner prior to
returning to work.
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AEmployees may not use PTO for the first ninety calendar days of employment.

B. ACCRUAL

Full-time employees accrue PTO at the rate of 7 days per year (2.15 hours per pay
period). Partime employees accrue it in proportion to the number of hours worked
per pay period. PTO does not accrue during a leave of absence without pay. A
maximum of1000 hours of PTO may be accumulated. Any excess is forfeited.

PTO may not be advanced to an employee.

Employees transferring between County departments and employees who are
promoted retain accumulated PTO.
C. EMPLOYEE NOTICE TO DEPARTMENT

Employees shall make a good faith effort to provide notice of the need for PTO in
advance of the use of the PTO and shall make a reasonable effort to schedule the use
of PTO in a manner that does not unduly disrupt the operations of the employer.

1. Employees shall notify their immediate supervisor as early as possible of the use
of PTO, but not less than 2 hours prior to an unforeseeable absence, or 1 week
prior to a foreseeable absence;

2. When possible, the request to use PTO must include the expecatidm of the
absence;

3. When no expected duration of the absence is shared, employees shall notify their
immediate supervisor each day of the absence; and,
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4. Employees shall notify their immediate supervisor in writing when providing
notice and/or regesting to use PTO.

D. ABUSE OF PTO

If a Department Director has reason to believe that an employee is abusing the PTO
privilege, they may require the employee to submit substantiating evidence including,
but not limited to, a certificate from a practitioner licensed under A.R.S. Titlel82, C
7,8,11, 13,14, 17, 19, 19.1, 29 and 33. If the Department Director does not

consider the evidence adequate, they may disapprove the request for PTO and charge
the time taken to vacation leave or leave without pay.

E. PAY OUT

Employees who leave County employment will be compensated 25% of PTO
accrued, provided they have a minimum of 20 years of continuous service to the
County.

F. CONVERSION OF PTO TO ANNUAL VACATION LEAVE

The PTO Conversion Program provides eligible employees with the opportunity to
convert unused PTO leave time into vacation leave subject to the requirements
outlined herein.

An eligible employee is any regular faline or paritime employee who has

completed 5 or more years of continuous employment as a regular employee with the
County, and who has used fewer than 48 hours of PTO duringredth period

measured backwardfmo t he empl oyeeds anniversary da
fifth anniversary, the conversion continues to take place every year of County

employment. The maximum hours of PTO that can be converted is 48 per year.
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For example, if the employeeds date of

would be eligible to convert for the first time on December 12, 2015. The

anniversary based year would be December 12, 2014 through December 11, 2015. If
only 8 hoursof PTO are used during the anniversary year, the County will transfer 40
hours of PTO to annual vacation leave. If 48 or more PTO hours have been used
during the year, no PTO will be transferred.

PTO conversion is processed automatically during the second pay period of the
month following the eligible employeeds
accrue annual vacation leave hours in excess of 240 hours. An employee who does
not desire conveisn shall notify Human Resources in writing prior to annual
anniversary date.
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PERSONAL LEAVE OF ABSENCE WITHOUT PAY

Employees may request a leave of absence without pay for up to six months.
Circumstances that may create a need for an unpaid leave of absence include extended
illness,caregiving for a family member, travel for educational purposes, and/or personal
or family obligations. Employees must use available leave before requesting a leave of
absence without pay. Employees do not accrue vacation leave or paid time off during an
unpaid leave of absence.

An employee whose need for a leave of absence meets the criteria for protected leave
pursuant to Personnel Policy 6.6, Family and Medical Leave of Absence (FMLA), and is
eligible for such leave, must exhaust their available leave under that policy prior to
requesting a personal leave of absence.

Requests must be fully justified in writing by the requesting employee, and may be
granted or denied at the discretion of the Department Director. For a period of 2 weeks or
less, Department Director approval isu@ed. For a period in excess of 2 weeks, and not

to exceed 6 months, approval must be received from the Department Director and Human
Resources. All documentation regarding the leave will be forwarded to the Human
Resources with the Personnel Action form

For a leave of absence to remain in force, the employee must be available for contact and
establish regular cheaks with their supervisor, as determined upon approval of leave.

Empl oyees on personal | eave widrdupheatmt i nue
insurance plan so long as the employee satisfies the requirements of this policy and the
insurance plan. If the employee has dependent health benefitpaysahe payments

will be deducted during paid leave. If leave is unpaid, the graples responsible for
maintaining the monthly premium paymenits. maintain group health insurance

coverage in force during unpaid personal leave the employee on leave must arrange to
make direct monthly payments to, and in accordance with a scheduiaidettby

Human Resources. Coverage may stop if the County learns an employee does not intend
to return to work, does not pay the insurance premiums, or if the employee does not

return to work at the conclusion of the personal leave without pay.
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6.5

BIRTH OF A CHILD

Coconino County supports employeesd work
new parents the opportunity to adjust to their new family, bond with their new child, and
balance their professional obligations. New parents Imeagfigible for Family and

Medical Leave of Absence (FMLA) and/or Paid Parental Leave. New parents who are

not eligible for FMLA and/or Paid Parental Leave may still take time to bond with their
new child as outlined below.

A. BIRTH PARENT

For the Birth Parent, the birth of a child will be treated as any other medical
disability. A regular employee may use available paid parental leave, paid sick time,
paid time off, vacation leave or compensatory time. If further time is required before
the employee is released by the physician, the employee may request a leave of
absence without pay. Paid sick time and paid time off may not be used after release
by the physician. An employee who wishes to take additional time off may use
available vacatin or compensatory time or may request unpaid leave in accordance
with the Family Leave Policy.

B. NON-BIRTH PARENT

A nontbirth parent who is a regular status employee may request leave with or
without pay to take care of home and family duringgpeecy or upon the arrival of

a new child. Leave with pay may be charged to paid parental leave, paid sick time,
paid time off, vacation leave or compensatory time. Paid sick time or paid time off
may not be used by the ntirth parent in excess of fiwdays unless the birth parent,
child or nonbirth parent are ill. An employee who wishes to take additional time off
may use available vacation or compensatory time, or may request unpaid leave.

Please see Coconino County Personnel Policy 6.6 Familiadital Leave of Absence
and Coconino County Personnel Policy 6.14 Paid Parental Leave for additional
information regarding the birth of a child.

a
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6.6 FAMILY AND MEDICAL LEAVE OF ABSENCE (FMLA)

Coconino County recognizes that employees occasionally need to take time away from
work to care for family and medical needs. This policy represents the intent of Coconino
County to comply with the requiremerasd purposes of the Family and Medical Leave
Act of 1993, 29 CFR 825 (FMLA). FMLA is a federaligandated law that offers job

and benefit protection for up to 12 weeks (480 hours) of unpaid leave per year for
eligible employees. Accruals of sick, vacat@nd comp time must be used concurrently
with FMLA approved leave.

A. ELIGIBILITY

To be eligible for leave under this policy, an employee must have been employed by
Coconino County for at least 12 months in total, and must have worked at least 1,250
hours during the twelve month period preceding the commencement of the leave. For
the puposes of calculating the 1,250ur requirement, the number of hours worked
does not include vacation, personal leave, paid sick time, paid time off, any unpaid
leave hours, or periods of layoff. Overtime hours, however, are included. The
determining faair is whether the time is considered hours of work under the Fair
Labor Standards Act (FLSA).

1. The following circumstances may qualify for FMLA:
a. The birth of the employee's child;
b. The placement of a child with the employee for adoption or foster care;

c. To care for an employeebs chil d, spous
serious health condition;

d. A serious health condition which prohibits an employee from performing
essential function(s) of his or her position; OR,
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e. Active Duty Leave: Eligible employees with a spouse, son, daughter, or parent
who is a service member, member of the National Guard or Reserves on
active duty or is called to active duty status in suppbat contingency

operation may use the leave entitlement to address certain qualifying
exigencies to manage their affairs
exigencies. o0

, w h

o Qualifying exigencies include:

A Shortnotice deployment

A Military events and related activities
Childcare and school activities
Financial and legal arrangements
Counseling

Rest and recuperation

o o o Do D>

Postdeployment activities
A Additional agreed to by both the employee and Coconino County

o The length of the leave due to any of the qualifying exigencies will be
determined by the applicable regulations and on alogsase basis.

f. Military Caregiver Leave: Eligible employeado are the spouse, son,
daughter, parent or next of kin may take up to 26 weeks of leave to care for a
covered service member during a singleri@th period. A covered service
member is a current member of the Armed Forces, including a member of the
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g.

National Guard or Reserves, who has a serious injury or illness while serving
on active military duty occurring any time during the five years preceding the
date of treatment that may render the service member medically unfit to
perform his or her duties fevhich the service member is undergoing medical
treatment, recuperation, or therapy; or is in outpatient status; or is on the
temporary disability retired list.

Additional leaves of absence beyond the time allotment permitted by the
FMLA may be requested by the employee. Each request will be considered on
a case by case basis and subject to the approval of the Department Director.

B. PROCEDURES

1.Form

A Request for Family and Medical Leave of Absence form should be originated
by the employee. These forms are available from Human Resources and on
Cocoweb. This form should be completed in detail, signed by the employee and
Department Director, and then saitted to the Human Resources Department for
approval.

a.

b.

30 days prior to a foreseeable event;

As soon as possible and practical for unforeseeable events usually within one
day of knowledge of need for the leave; or

If an employee is incapacitated, a family member or other responsible party
may submit the request for leave on behalf of the enegloy

2. Appropriate Documentation
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All requests for FMLA will require appropriate documentation within 15 calendar
days following an employee's request for leave.

a.

e.

Certification of Health Care Provider for Employees Serious Health Condition
including birth of a child;

Certification ofHealth Care Provider for Family Members Serious Health
Condition;

Certification of Serious Injury or lliness of Covered Service Member;
Certification of Qualifying Exigency for Military Family Leave; and,

Documentation indicating the placent of a child for adoption or foster care.

3. Notification

Coconino County will provide written notification of eligibility after leave is
requested.

4. |lliness

In the case of illness, the employee will be required to report to his / her
supervisor periodically on the leave status and intention to return to work.

5. Release

The employee must provide a release from physician or practitioner prior to
returning to work.

Paged of 8



Coconino County

BENEFITS
cocoNINo | Personnel Policy 6.6 Family and Medical Leave of Absence

COUNTY ARIZONA

Origination Date: 03/96 Policy Exceptions:

Revision Approval Date(s): | Volunteers
08/00

02/00
06/17

C. BASIC REGULATIONS AND CONDITIONS OF LEAVE

1. Release of information form

The FMLA allows an employer to contact the physician directly in regard to
incomplete/incomprehensible information provided on the certification if the
employee has not provided the information within 7 days of the written request.
Prior to Coconino Countgontacting the physician, in compliance with HIPAA, a
release of information form must be signed by the employee. If employee refuses,
Coconino County may deny leave.

2. Recertification

The employee may be required to submit recertification oéxistence or
continued existence of a serious health condition every thirty (30) days or at the
end of the duration indicated on the initial certification.

3. Second Medical Opinion

At its discretion, Coconino County may require a second medical opinion and
periodic recertification at its own expense. If the first and second opinions differ,
Coconino County, at its own expense, may require the binding opinion of a third
health care mvider, approved jointly by Coconino County and the employee.

4. Intermittent or Reduced Schedule leave

If medically necessary for a serious health condition of the employee or his/her
spouse, child or parent, leave may be taken on an intermitteedwred leave
schedule. In this case the certification must state the dates on which the planned
medical treatment is requested. Coconino County may require the employee to
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transfer temporarily to an alternative position which accommodates recurring
periods of absence or a pdirhe schedule, provided that the position has
equivalent pay and benefits.

5. Spouses and domestic partners who are both employed by Coconino County

Spouses and domestic partners who are both employed by Coconino County are
entitled to a total of twelve weeks of leave (rather than twelve weeks each) for the
birth or adoption of a child or for the care of a sick parent.

D. DESIGNATION OF LEAVE AS FML A LEAVE

Coconino County may designate (in writing) a leave of absence as being counted
toward an employeeds all otment under the
requested a leave of absence. In order to do so, Coconino County must obtain the
appr@riate documentation to demonstrate that the leave was taken for an
FMLAqualifying reason.

Coconino County will designate time off due to an industrial injury as FMLA leave.

In all cases, Coconino County must notify the employee in writing thAtis¢ime
off is being counted as part of the-d2ek leave under FMLA.

E. HEALTH INSURANCE DURING LEAVE

During any leave under this policy, the employee will continue to be covered by
Coconino Countyds group health insurance
requirements of this policy and the insurance plan. If the employee has elected a

buyup opton or dependent health benefits the payments will be deducted during paid
leave. If leave is unpaid, the employee is responsible for maintaining the employee
contribution to the monthly premium payments. Coverage may stop if Coconino

County learns an emmyee does not intend to return to work or if the employee does

not return to work after being released by the physician.
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F. FAILURE TO RETURN OR ACCEPT EMPLOYMENT

An employee will be considered to have voluntarily terminated employment if
he/she:

1. Fails to contact his/her elected or appointed official prior to the end of the FMLA
to request an extended leave of absence;

2. Fails to return to work on the agreed expiration of the FMLA,;

3. Advises Coconino County of his/her intention not to return to work; or

4. Refuses comparable reemployment.

An employee who voluntarily terminates at the end of FMLA for reasons listee abo
may be required to return to Coconino County the full benefit insurance premiums

paid by Coconino County on behalf of that employee and their family during the
period of the FMLA.

Coconino County will not collect the cost of the employer contributidrenefit

insurance premiums if the employee does not return to work because of a

continuation, recurrence, or onset of a serious health condition, or reasons beyond the
empl oyeebs control which would entitle th

G. REINSTATEMENT

All but "key" employees will be reinstated to their job, or a substantially equivalent
position, at the expiration of leave and upon the presentation of a medical release
from a physician (unless they would have lost theirijolny event for any other
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reason, including without limitation a layoff). "Key" employees, who may be
reinstated to their job, are salaried employees who are among the highest paid 10
percent. Key employees will be returned to their position unless doinguld
result in substantial grievous economic injury to Coconino County.

H. DEFINITION OF TERMS

o Chronic conditions, twice each year.

1. Health Care Provider - A doctor of medicine or osteopathy authorized to

practice medicine or surgery (as appropriate) by the state in which the doctor

practices.

2. Next of Kin T the nearest blood relative of a covered service member other than
the service members spouse, parent, son or daughter.

3. Parenti Biological, adoptive, step or foster father or mother, or any other

individual who stood in loco parentis to the employd®n the employee was a

son or daughter

4. Serious Health Conditioni lliness, injury, impairment, or physical or mental

condition that involves:

as

def i

ned

bel

ow.

a. Inpatient care in a hospital, hospice msidential medical care facility;

b. Continuing treatment by a health care provider; or

Thi

c. Period of incapacity of more than three consecutive, full calendar days and
any subsequent treatment or period of incapacity relating to the same

condition that also involves treatment by a health care provider:

o 1lstvisit within 7 days of absence;

o Twice within 30 days of absence; or,
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5. Son and Daughter- Biological, adopted or foster child, a stepchild, a legal ward,
or a child of a person standing in loco parentis, who is:

a. Under 18 years of age; or

b. 18 years of age or older and incapable ofsait because of mental or
physical disability.

6. Spouse A husband or wife as defined or recognized under State law for
purposes of marriage in the State where the employee resides, including common
law marriage in States where it is recognized.

7. Twelve Month Periodi A Airol Il ingo 12 month period m
the date an employee uses any leave covered under this policy.

8. Domestic Partneri A Qual i fied Domestic Partner as
Certified Domestic Partner Affidavit.
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6.7 LEAVE SHARING PROGRAM

Coconino County recognizes that County employees occasionally experience situations

in which illness or injury to themselves or to a family member as defined in Personnel

Policy 6.6. Family and Medical Leave of Absence (FMLA), esubhem to exhaust all

available leave balances. To address this situation, the County has created the Coconino
County Leave Sharing Bank, effective January 26, 2019. The Sharing Bank consists of
empl oyeesd donated vacatiadigiblekenpoyeesahrour s t h
vacation credit.

It is the policy of Coconino County that one employee may contribute vacation leave to
the Sharing Bank for employees who experience goipnelated, seriously

incapacitating and extended illness or injury or when the employee is needed to care for
a famly member who has a serious health condition, provided that the recipient
employee has exhausted all appropriate leave balances, and will otherwise go on leave
without pay or terminate County employment. This policy further establishes eligibility
criteria and a procedure for sharing of vacation leave and applying for donated leave for
employees of Coconino County.

A. ELIGIBILITY
1. Eligibility to Donate

To donate to the Sharing Bank, a donating employee must meet the
following requirements:

Maintain a minimum vacation leave balance of 40 hours after donation.
A minimum of 4 vacation hours may be donated at any one time.
Donations of vacation leave can be made any time throughout the year.
Donations to the Sharing Bank are voluntary andmedmndable.

Hours donated shall be paid at the current rate of the recipient.

® Q2O oT®
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f. Sharing Bank donations may be given to a speiifitvidual who has been
approved for donations and is currently requesting hours from the Sharing
Bank.
g. Donations for specific individuals car
scheduled hours in the payroll system and will be given at a rate notetedexc
40 hours per week.

h. Al | donations shall be entered as Paic
i. All donations and receipts of leave shall be strictly confidential and shall be
accomplished through the procedures set out in this Policy.
J.  Noemployee shall be coerced, threatened, intimidated, or financially induced
into donating leave.

2. Eligibility to Request a Donation

To request a donation from the Sharing Bank, a recipient employee must meet the
following requirements:

a. Recipient employee must have been employed by Coconino County for at
least twelve months in total and must have worked a minimum of 1,250 hours
over that twelvemonth period and be eligible for FMLA.

b. The recipient employee must be benefit eligible argltaé for vacation
accrual.

c. The recipient must have exhausted all available earned leave balances
including vacation, paid sick time, paid time off, compensatory time and
personal days purchased before leave from the Sharing Bank will beeawar

d. Recipient employee cannot be receiving, or eligible to receive payments for,
long term disability.

e. Recipient employee cannot be receiving payments for short term disability.

f. Recipient employee cannot be receiving payments for social security
disability benefits or payments from the retirement system to which they are
contributing.

g. Recipient employee cannot be receiving tiogs payments due to an-on
thejobor i ndustri al injury or illness or
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h. Recipient employee must have been absent for a minimum of three
consecutive business days before receiving leave and for an iliness or injury
that is expected to last for a period of at least@ttsecutive calendar days.

i. Recipient employee cannot be on a leave of absence in excess of six months.
A leave of absence in excess of 6 month must be taken as unpaid leave and
must be approved according to requirements set out in County policy for
unpad leave.

j. Recipient employee is required to provide documentation of a serious,
incapacitating illness as defined under the FMLA that prohibits the employee
from returning to work, including a medical certificate from a licensed
physician or practitioneto support the leave request.

k. Recipient employees who receive a partial medical release to return to work
may continue to receive leave donations until the employee receives a full
medical release to return to work from the attending licensed physicia

I. Recipient employee must receive approval from their Department Director
regarding the employeeds usage of | eav

m. Recipient employee is neither obligated nor expected to repay the donated
hours of the Sharing Bank Leave.

n. Recipent employee shall not accrue annual and sick leave while using the
Sharing Bank Leave.

0. Recipient employees will not receive Holiday pay while using the Sharing
Bank Leave.

p. All the recipientés payroll dedgctions
the use of the Sharing Bank Leave.

B. PROCEDURE
Employees who would like to request leave from the Sharing Bank are required to
complete a Sharing Bank Leave Request Form, receive Department Director
approval and return to Human Resources for final approval. In the event that the
employee is unable tadso, an authorized personal representative may submit the

request on behalf of the employee.

1. Sharing Bank Leave cannot be applied retroactively.
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2. The period of time paid by Shared Leave shall also apply to requests for Leave of
Absence under the Permel Policy, 6.6 FMLA.

3. In the event of the death of a family member while the employee is receiving
shared leave due to the illness or injury of the family member, the employee shall
be eligible to receive bereavement leave as outlined in Personngl ®aflc
Bereavement Leave.

C. APPROVAL

Requests for Sharing Bank Leave will meet the following eligibility for approval:

1. Requests will be received and reviewed by the Human Resources Department, in
consultation with the Department Director.

2. Employees may only receive up to 180 hours of available Sharing Bank Leave,
even if hours were directly donated to them through tlei&dy Bank, to be
processed at a rate of 40 hours per week.

3. Empl oyees wi l | be eligible temomheceive u
period which is measured backward similar to FMLA.

4. In the event there are more hours requested than held in thegSBank,
donations received will be given in equal amounts to all eligible recipients unless
a donation is received for a specific individual.

5. Any request for accommodation of an extenuating circumstance outside the scope
of this policy will need to bepproved by the County Manager.

D. EMPLOYEE ASSISTANCE DURING AN UNFORSEEN EMERGENCY

In extraordinary circumstances, the Sharing Bank may also be used to assist
employees with unforeseen emergency situations that create overwhelming financial
burden to the employee. This leave is intended to protect the privacy of the employee
while assighg them in time of great crisis and devastating need. Employees wishing
to utilize this assistance shall contact Human Resources to obtain and submit the
appropriate form. Human Resources will redact the name from the form and submit
the form to a commig¢e for review with the list of expenses and receipts. Recipients
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of the assistance will receive reimbursement of expenses approved by the committee
not to exceed $300.

E. VOLUNTARY TRANSFER OF LEAVE HOURS TO THE BENEFICIARY OF
A DECEASED EMPLTAYEEGS ES

Under the following conditions, a County employee (donor) may request that a
portion of their accrued annual leave hours (maximum of 40 hours) be paid to the
beneficiary (recipient) of a deceased emp

1. The donor must maintain an accrued annual leave balance of 80 hours after the
leave donation is made.

2. A written request to donate annual leave hours must be submitted to Payroll for
processing within seven calendar days o

3. The |l eave hours wild.l be paid at the rat
pay.
4. The recipient must be the legal beneficiary of the deceased employee.

5. The recipient is under no obligation to repay the donated hours.
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Temporary Employee

S Volunteer

6.8 ADMINISTRATIVE LEAVE
A. CAUSES FOR ADMINISTRATIVE LEAVE
An employee may be placed on Administrative Leave as follows:

1. Pending an investigation into alleged misconduct, performance issues or any
other situation approved by Human Resources;

2. Pending a determination of fitness for duty, substance abuse asss&sment,
where there is reason to believe an employee is a direct threat to themselves or
others or where significant loss of property is at risk;

3. Pending appealable disciplinary actions; or,

4. Pending the Constructive Discharge Process per Courdgpritee| Policy 4.4,
Constructive Discharge.

B. EMPLOYEE EXPECTATIONS
Employees placed on Administrative Leave shall:

1. Be in a workready status during regularly scheduled work hours ready and able
to report to work;

2. Not be on County property without employer authorization;
3. Not hold another job during regularly scheduled work hours;

4. Comply with County and departmiegpolicies and instructions from their
supervisor or Human Resources; and,

5. Make arrangements, when applicable, with Human Resources for the issuance of
paychecks as well as other personnel and empl@tated benefit matters.
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Temporary Employee
COCONINO Volunteer

COUNTYARIZONA

C. DURATION

An employee may be placed on Administrative Leave for up to 30 business days. An
extension beyond 30 business days requires consultation and approval of Human
Resources.

D. PAY

Administrative Leave can be paid or unpaid as determined by Human Resources.



Page 2 of 2

COCONINO
COUNTYARIZONA

Coconino County

BENEFITS

Personnel Policy 6.9 Civic Duty Leave
Origination Date: 05/20/( Policy Exceptions:
Revision Approval Date(s): | Temporary employees
11/01/16 Volunteers

6.9

CIVIC DUTY LEAVE

Coconino County encourages civic engagement in its employees through civic duty.
Civic duty refers to the responsibilities of citizens to make a difference in the civic life of
our communities and to participate in these tasks that support the govetrsysteias

of democracy.

Civic Duty Leave means approved periods of absence, during regularly scheduled work
time, with or without pay, and related benefits from regularly scheduled work approved
in advance while voting, serving as a juror or respontiirajsubpoena to appear as a
witness as provided herein.

Employees must provide a copy of the subpoena, or other tribunal document requiring
their appearance, to their supervisor within 2 working days of receipt so that the
supervisor can make arrangemt s t o accommodate the empl oy

An employee who is paid a fee for an appearance as an expert witness during regular
working hours while on civic duty leave shall remit such fee to the County Finance
Department. An employee who heggpeared as an expert witness during regular
scheduled time off or on vacation leave or leave without pay may keep any monies paid
by the courts. Mileage and per diem amounts may be rethynte employee.

A. JURY DUTY LEAVE

An employeesummoned for duty as a juror shall appear as required for such duty,

and shall receive leave with pay. Unless the summons is for a trial based outside of
Coconino County, the employee on jury duty during regular scheduled work hours

shall inform the jury kerk or bailiff taking attendance that they are a county

employee and should only receive mileage reimbursement. Mileage and per diem
amounts may beretainbdy t he empl oyee. When the empl
officially required, they shall return t@ork during regular working hours until

officially called again. However, an employee shall not be required to work if,

because of the remoteness of the location of such work, the employee cannot respond

to a call within the allotted time to return toywtuty. An employee on jury duty



B. LEAVE FOR AN EMPLOYEE SUBPOENAED TO APPEAR AS A WITNESS

during regular scheduled time off, on vacation leave, or leave without pay may keep
any monies paid by the courts.

An employee who has been subpoenaed teapgs a withess before any court or

COCONINO
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Personnel Policy 6.9

Civic Duty Leave

Origination Date:

05/20/¢

Revision Approval Date(s):

11/01/16

Policy Exceptions:

Temporary employees

Volunteers

administrative, executive, or legislative tribunal shall be entitled to civic duty leave
with pay. If an employee is a victim of a crime, please refer to Coconino County
Personnel Policy 6.12, Victim Leave.

An employee who has been subpoenaed to agzea witness before any court or

administrative, executive, legislative tribunal due to a personal, commercial, business

transaction, or due to the employee's own unlawful conduct or misconduct shall not
be entitled to civic duty leave with pay.

C. VOTING TIME

Every County employee is encouraged to exercise their right to vote at all public
elections. Information on maiih ballots and early voting is available at the Elections
of the County

Di vi si

on

Recorder 6s

Of f i

If the employee is unable to vote during nonworking hours, the employee may have
up to 2 hours to vote and then return to work. A request for voting time must be
made to the direct supervisor no later than 1 day before the election to ensure
adequate covage and that the operations within their department are not disrupted.

c e.
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cocoNiNo | Personnel Policy 6.10 Military Leave of Absence
Origination Date 3/4/96: Policy Exceptions:
Revision Approval Date(s): Temporary employees
5/20/03 Volunteers
11/01/16
06/20/17

Coconino County

6.10 MILITARY LEAVE OF ABSENCE

Coconino County complies with the Uniform Services Employment and Reemployment
Rights Act of 1994 (USERRA) and applicable Arizona laws pertaining to military leave.
This policy is intended to summarize briefly the most essential components of
(USERRA). An employee may request a complete copy of the federal regulations from
Human Resources.

The County will not terminate or deny initial employment, reemployment, promotion, or
benefits to an individual, or in any way discriminate againsin@nidual on the basis of

their application for, membership in, or performance of military duty. This policy refers
to service in the uniformed service under competent authority and includes active duty,
active duty for training, initial active duty féraining, inactive duty training, fulime

National Guard duty and United States armed forces reserves, and a period for which an
employee is on leave for the purpose of an examination to determine the fitness of the
employee to perform any such duty.

Employees who are serving in the uniformed services shall be entitled to the
reemployment rights and benefits and other employment benefits in this section if:

o0 The employee has given advance written or verbal notice to her/his immediate
supervisor, unigs such notice is precluded by military necessity or the giving of such
notice is otherwise impossible or unreasonable. The employee shall submit a copy of
the military orders; and,

o The cumulative length of all previous absences by reason of sertiee in
uniformed service does not exceed 5 years.

A. LEAVE

Employees will be granted military leave with pay for up to 30 working days in 2
consecutive years. The limitations of 30 days in a 2 year period is based upon the
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COCONINO Personnel Policy 6.10 Military Leave of Absence
Origination Date 3/4/96: Policy Exceptions:
Revision Approval Date(s): Temporary employees
5/20/03 Volunteers

federal fiscal year (Qober 1 to September 30), unless no specific time period is
stipulated as in the National Guard law, in which case the 2 year period will vary for
each employee, based upon the record of military orders. For equality of treatment,
all employees will be piced on a schedule of 5 consecutive 8 hour working days
during the period of military leave. Employees will be granted military leave without
pay, or may take available vacation or compensatory time for leave for service in the

11/01/16
06/20/17

uniformed services exceeding 30 working days. Employees will not accrue paid time
off or vacation time during an unpaid military leave.

B. HEALTH INSURANCE BENEFITS

Employeesonunpaichi | i t ary | eave will continue to
group health insurance plan so long as the employee satisfies the requirements of this
policy and the insurance plan. If the employee has dependent health benefits or
copays, the payments will lnieducted during paid leave. If leave is unpaid, the
employee is responsible for maintaining the monthly premium payments. To

maintain group health insurance coverage in force during unpaid military leave which
exceeds 90 days up to a maximum of 18 magritiessemployee on leave must arrange

to make direct monthly payments to, and in accordance with a schedule determined
by Human Resources. Coverage may stop if the County learns the employee does
not intend to return to work, does not pay the insurancgaipnes, or if the employee

does not return to work after military leave has ended.

C. REEMPLOYMENT RIGHTS

An employee on military leave retains the right to reinstatement for up to 5 years.
For military service of 90 days or less, the employee will be reinstated to the position
they would have attained by remaining continuously employed. Reinstated
employeewill not be discharged without cause for 180 days if the military services
lasted 31 days to 180 days. For periods of service of 181 days or more, itis 1 year.
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COCONINO Personnel Policy 6.10 Military Leave of Absence
Origination Date 3/4/96: Policy Exceptions:
Revision Approval Date(s): Temporary employees
5/20/03 Volunteers

D. RETURN FOR MILITARY LEAVE
The time limits for returning to work depend on the dorabf the service orders:

o Lessthan 31 days: By the beginning of the first regularly scheduled work day or
8 hours after the end of the military duty, plus reasonable commuting time from
military duty station to home.

0 31to 180 days: Applicaticior reinstatement must be submitted no later than 14

days after completion of military duty.
0 181 or more days: Application for reinstatement must be submitted no later than

90 days after completion of military duty.

11/01/16
06/20/17

E. PROBATIONARY EMPLOYEES
When an employee who is serving an initial, subsequent, or administrative probation

is called for military service, the employee shall be required to complete the
remaining term of the probation upon return from military leave.
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Personnel Policy 6.11 Bereavement Leave
Origination Date: 11/16/10 | Policy Exceptions:

Revision Approval Date(s): | Temporary Employee

AT Volunteer

6.11 BEREAVEMENT LEAVE

Coconino County offers bereavement leave to provide a time for mourning after the loss

of an immediate family member of an employee, or that of their spouse or domestic

partner. Immediate family is defined as mother, father, spouse, domestic partder, chil
foster child, sibling, spouseds i mmedi at e
grandparents, and grandchildren. Department Directors may give special consideration

to any other person whose association with the employee was similar to any of the above
relationships. It is at the discretion of the Department Director to require documentation

as necessary.

A. USAGE

A regular status employee may be absent with pay for a period of time not to exceed
three (3) days, or five (5) days for enftstate travel, for each occurrence of the death
of an immediate family member. If additional time is needed, vacation or unpaid
personal leave may be taken with supervisory approval.

B. DEATH OF A CHILD UNDER THE AGE OF 18
Regular status employees who experience the death of a child under the age of

eighteen (18), or a miscarriage, will be eligible for ten (10) days of bereavement
leave
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Personnel Policy 6.12 Victim Leave

Origination Date: 05/20/( Policy Exceptions:
Revision Approval Date(s): | None

11/01/16
COCONINO] 06120117
6.12 VICTIM LEAVE

Coconino County isommitted to providing victim leave to eligible employees in

ac

cordance with the Ari zonal3&883%RaneN20i ct i

This law authorizes employees who are victims of crimes to leave work to exercise the
right to be present at lagproceedings related to the crime.

Av

ictim is a person against whom the criminal offense has been committed, or if the

person is killed or incapacitated, the

chil

d, sibling, grandparent or lawfuligrdian) or other lawful representative (person who

is designated by the victim or appointed by the court and who acts in the best interest of

the

Em
ver
the

victim), except if the person is in custody for an offense or is the accused.

ployees who are victimg a crime as defined above may leave work, upon
ification, to exercise their right to be present at hearings, or any proceedings at which
victim has a right to be present.

A. ELIGIBILITY

Any County employee is eligible for leave under this policy, except in the situation
where a family member is the victim and the employee is in custody for the offense
or is accused of the crime.

Employees who are victims are eligible to take leavtherfirst day of their
employment without a waiting period for eligibility.

B. REQUEST FOR LEAVE

Requests for victim | eave must be made
providing as much notice as practical. In making this request, the employee shall
provide:

0 A copy of the form or information received from law enforcement agency
pursuantad A.R.S. 8§ 134405, a court order the employee is subject to, or other
proper documentation; and,

mo s

per

t

0
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o If applicable, a copy of the notice of each scheduled proceeding that is provided
to the employee by the agency that is responsible for providing notice to the
victim.

C. NON-DISCRIMINATION

An employee who takes leave under this policy shall noidmeissed, discriminated

or retaliated against, or suffer any loss of seniority while absent from employment. It
is unlawful for the County to refuse to hire or employ, to bar, discharge or to
discriminate against an individual in compensation or otherseconditions, or
privileges of employment because the individual exercises their rights pursuant to
this policy.

D. UNDUE HARDSHIP

The Department Director may limit the leave provided under this section if the
employee's leave creates an undue hardship. An undue hardship is defined as a
significant difficulty and expense for the County department, and can include
consideration of thdepartment's critical need of the employee.

E. PAID/UNPAID LEAVE

Before any unpaid victim leave will be granted, the employee must first exhaust any
available paid vacation, personal days, compensatory time, paid sick time or paid
time off.

During leave under this policy, the employee will continue to be coverdueby
Countybés group health insurance plan so |
requirements of this policy and the insurance plan. To keep medical and dental

insurance coverage in force during a leave of absence without pay, the employee

must arrange tmake direct monthly payments to the Finance Department, in

accordance with a schedule determined by Human Resources.



F. CONFIDENTIALITY

All records regarding the employee's victim leave shall be kept confidential.
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COCONINO
COUNTY ARIZONA

6.13 EDUCATION AND STAFF TRAINING POLICY

Coconino County encourages its employees to grow professionally through training and
education. Elected and appointed officials will identify training needs and provide the
opportunity for an employee to enraill courses or seminars which will increase the
individual's ability to contribute to department goals. They must have a direct
relationship to an employee's current job and the department's goals. Sufficient funds
must be available in the department betdg cover proposed training. Training courses
which may have Countwide impact or usefulness will be developed in cooperation with
the Human Resources Department and the Employee Growth and Development
Committee (EGAD).

Upon approval of funding by the Board of Supervisors for a specific fiscal year,

Coconino County may provide tuition assistance subject to a separate Tuition Assistance
Program as provided by Human Resources for that fiscal year. The County will not
provide release time to an employee to attain a university degree. However, a flexible
schedule oa leave of absence without pay may be considered.
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12/17/2019 Temporary employees
6.14 PAID PARENTAL LEAVE

A.

B.

Coconino County supports employeesbo
offering new parents the opportunity to adjust to their new family, bond with

their new child, and balance their professional obligations through paid parental
leave. Effective Jarany 1, 2020, this policy provides four (4) weeks of paid
parental leave within the first one (1) year after the birth of a child, adoption of a
child, or foster placement of a child as outlined below. Paid Parental Leave may
be used concurrently with FMLApproved leave.

ELIGIBILITY
To be eligible for leave under this policy, an employee must:

1.

2.
3.

Experience the birth, adoption, or foster placement of a child as a
parent or legal guardian;

Be a regular status employee;

Have been employed by Coconino Countydbleast 12 months in
total;

Must have worked at least 1,250 hours duringwedve-month

period preceding the birth or adoption of a child and the
commencement of the requested leave. For the purposes of
calculating the 1,2500ur requirement, the number of hours worked
does not include vacation, personal leave, paid sick tieé timme

off, military leave, any unpaid leave hours, or periods of layoff.
Overtime hours, however, are included. The determining factor is
whether the time is considered hours of work under the Fair Labor
Standards Act (FLSA).

USAGE

Paid Parental Leavesage is subject to the limitations as outlined below:

1. The | eave i s paid at 100% of the
time the leave commences, to a maximum of $1,000 per week.

2. Employees who are eligible for Paid Parental Leave and make more than
$1,000 per week may use their applicable accrued leave to remain in full

wor k

empl «
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CONTYARIZONA _Pergsonnel Policy 6.14 | Paid Parental Leave
Origination Date: Policy Exceptions:
12/17/2019 Temporary employees

pay status but the employee is not required to supplement the Paid
Parental Leave with their accruals.

3. Employes may request additional leave beyond the Paid Parental Leave
by applying their leave accruals as applicable.

4. If both parents are County employees who meet eligibility guidelines,
each employee is entitled to four (4) weeks of parental leave as
designatedby this policy.

5. The weeks of parental leave are available on a continuous, intermittent or
reduced schedule basis as long as all the Parental Leave is used within
the one (1) year period following the birth, adoption, or placement of a
child.

6. The birth or adoption of twins does not increase the length of Paid
Parental Leave granted for that event.

7. An employee may take paid parental leave prior to an adoption or foster
placement when necessary to fulfill the requirements of the adoption or
foster placement, or when the employee obtains legal custody of the
child prior to finalorder of adoption.

8. If a holiday occurs during the Paid Parental Leave, the eligible employee
will receive holiday pay in lieu of a Paid Parental Leave Day, provided
the eligible employee is on pay status the day before and the day after the
holiday. Holday pay will not extend the total paid parental leave
entitlement.

9. Part time regular employees will receive a-paieed amount of Paid
Parental Leave in proportion to the number of hours worked per pay
period.

10. Employees who separate from County emplaynvéll not be paid for
any unused Paid Parental Leave for which they may have been eligible.

11.Employees on personal leave will continue to be covered by the
Countybés group health insurance plan
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Origination Date: Policy Exceptions:
12/17/2019 Temporary employees

C.

the requirements of this poy and the insurance plan. If the employee
has dependent health benefits ompays, the payments will be deducted
during paid leave. If leave is unpaid, the employee is responsible for
maintaining the monthly premium payments. To maintain group health
insurance coverage in force during unpaid personal leave the employee
on leave must arrange to make direct monthly payments to, and in
accordance with a schedule determined by

Human Resources. Coverage may stop if the County learns an
employee doesot intend to return to work, does not pay the
insurance premiums, or if the employee does not return to work at
the conclusion of the paid parental leave.

EMPLOYEE NOTICE TO DEPARTMENT

Employees shall make a good faith effort to provide notice of the need for Paid
Parental Leave in advance of the use of the Paid Parental Leave and shall make
a reasonable effort to schedule the use of Paid Parental Leave in a manner that
does not undulyidrupt the operations of the employer.

It is the desire of Coconino County that employees return to employment for a
minimum of thirty (30) calendar days following the end of their approved Paid
Parental Leave. Additionally, employees shall make a gaitial éffort to

provide a resignation notice as early as possible if they do not intend to return to
work.

DEFINITION OF PARENT

For the purposes of this policy, parent is a biological, adoptive, or foster adult
raising a child under their care.
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Personnel Policy 6.15 COVID-19 Emergency Leave
COCONINO | rigination Date: Policy Exceptions:
10/16/2021 Temporary Employee
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6.15 COVID-19 EMERGENCY LEAVE

In an effort to keep the workplace safe and ensure employees are able to take the
time they need to recover from COMD related illness and address COVID

19 related family issue§ioconino County offer€0OVID-19 Emergency Leave

for employees who are sigkith COVID-19, quarantining, awaiting COVH9

test results, caring for a COWAD9 ill family member, or lack childcare due to
COVID-19 related closures.

Regular status employees will receive forty (40) hours of COI3IEmMergency
Leave to use betweehd dates of Octobd6, 2021 and June 30, 2022. If

additional time is needed, Paid Sick Time, Paid Time Off, Vacation Leave or
unpaid personal leave may be taken with supervisory approval, if avaikaite.
time employees accrue leave in proportion tontliaber of hours scheduled to
work per pay periodVith input from the Chairperson of the Board of
Supervisors, the Chief Health Officer and appropriate emergency personnel, the
County Manager has the authorityeixxtend the dates of this leave.

This Policy may be superseded by federal or state law in the event any such laws
are passed providing pandenn@tated leave to employees.
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Personnel Policy 6.15 COVID-19 Emergency Leave

Origination Date: Policy Exceptions:

10/16/2021 Temporary Employee
Volunteer

A. EMPLOYEE NOTICE TO DEPARTMENT
Employees shall make a good faith effort to provide notice of the need for
COVID-19 Emergency Leavie advance of the useich leavend shall
make a reasonable effort to schedule the ussagkin a manner that does
not unduly disrupt the operationstbe employer.

1.

When providing notice of the need for COVVII® leave, the employee is
not obligated to disclose to the County or to their supervisor whether
such leave is a result of a positive COVID test or a direct contact
exposure or disclose any ethmedical information.

Employees shall notify their immediate supervisor as early as possible of
the use of COVIB19 Emergency Leave, but not less than 2 hours prior

to an unforeseeable absence, or 1 week prior to a foreseeable absence;

When possible, threquest to use COVHD9 Emergency Leave must
include the expected duration of the absence;

When no expected duration of the absence is shared, employees shall
notify their immediate supervisor each day of a continuing absence; and,

Employees shall notify their immediate supervisor in writing when
providing notice and/or requesting to B®VID-19 Emergency Leave

B. UNUSED HOURS

COVID-19 Emergency Leave is not an accrued bertefitployees who leave
County employmenuill notbecompensatetbr unused COVIB19 Emergency
Leave. Employees who do not use COMID Emergency Leave within the
dates such leave is available will lose any remaining COMIEmergency
Leave.
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6.16

EVACUATION LEAVE

Effective April 1, 2022 Coconino County offersvacuatiorieave to provide a
time foremployees who are dictly impacted by evalationorderscaused by a
declared emergenayithin Coconino Countyit is at the discretion of the
Department Director to gelire documentation as necessary.

If an emergency is declar@d Coconino Countyhat causesmployees to be
evacuategdregular statuemployees will be eligible faavacuationeave The

emp | oy e e,prenarhaddress shall beithin the evacuation aseRegular

stauis anployees who have been evacuaed d aGQ0e & twil feceive

80-hours ofEvacuation_eave.Regular statusep | oy e e WSE® asrteatiurs
will receive40-hours ofEvacuatiorLeave.Regular statusmeployees who are in

ASETO statws and are elevated @500 status will not exceed 8@ours of

Evacuation LeavePart time employees will have their Evacuation Leave pro

rated.

If additional time is needed, vacation or unpaid personal leave may be taken
with supervisory approvain alignment with policy guidelines

A
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7.1

EMPLOYEE ASSISTANCE PROGRAM (EAP)

The EAP is part of the County's benefit plan for all regular employees. lItis a
benefit that gives an individual employee access to professional counselors who
can assist the employee to diagnose, resolve, or prengdiems which may be
caused by personal, marital, or family issues, emotional difficulties, alcoholism,
drug abuse, addiction and weridated problems. EAP services are provided by
professional counselors under contract with the County.

The EAP proviés shorterm counseling diagnostic and referral services, and
follow-up counseling services for regular status employees and their
dependents. Unless otherwise specified, a consultation is completely
confidential, and no one at the County will be inforrasdo which employees
use EAP services, unless specifically authorized by the employee.

Regular status County employees and their dependents are eligible for a limited
number of free visits with an EAP counselor each calendar year (January
through Decmber).

Within the EAP benefit, as of July 1, 2017 public safety employees of Coconino
County are eligible for up to twelve (12) face to face or telephonic licensed
counseling sessions per issue employee each calendar year (January through
December) when exposeala traumatic event as outlined in A.R.S-HR

while performing their duties.

Public safety employees are defined to include any employee who is a member
of the Public Safety Personnel Retirement System (PSPRS) or the Corrections
Officer Retirement Rn (CORP), and any probation officer, surveillance officer,
or juvenile detention officer employed by Coconino County.
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In addition, within the EAP benefit, as of August 3, 2018, Coconino County
Peace Officers who are diagnosed by a licensed mentti peafessional with
Post Traumatic Stress Disorder (PTSD) as a result of exposure in the line of
duty to a traumatic event as outlined in A.R.S638, are eligible for up to an
additional 24 EAP visits if deemed necessary by a licensed health pro&ssio
and occurring within one year after the first EAP visit related to this diagnosis

of PTSD. Coconino County Peace Officers in these instances, are allowed to
select their own licensed mental health professional. Billings for these
additional visits shald be made through the EAP provider, however, if the
licensed healtiprofessional is outside of the EAP network, they should be
directed to contact Human Resources for billing.

In general, the EAP program is designed to help employees resolve their
difficulties in a number of visits. However, if an employee or their dependent
needs subsequent counseling after the initial visits, the employee's medical
insurance may cover outpait and or inpatient counseling services. The

Human Resources Department will answer any questions that an employee may
have.
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EMERGENCY CONDITIONS/CURTAILED SERVICES

There is an expectation of the public that Coconino County Services are open during
normal business times throughout the year, and in certain cases designated departments
are expected to provide 2¥bur service.

Pursuant to Arizona Revised Statute4llB, every County Officer, except the Sheriff,

shall keep the Officer's office open for at least forty hours each week or at leadintbirty
hours each week if the week contains a day that is a legal holiday. Notwithstanding
section 1301, for the purposes opening county offices for the transaction of business,
the Board of Supervisors of any county by resolution may designate the Friday after the
fourth Thursday in November as a legal holiday in place of the second Monday in
October. If the Board of $ervisors makes such a designation, then every County
Officer, except the Sheriff, shall keep the Officer's office open for at least ity

hours for that November week (ARS-413, County Offices business periods).

Courts: The decision to close tbeurts or reduction personnel will be made by the
Superior Court Presiding Judge, with information provided by the County Manager about
the emergency conditions.

This policy addresses all emergencies, however; most prevalent is hazardous weather,
impacs or natural disasters preventing the opening of full service. When this occurs, the
County must take reasonable attempts to remain open through a modified staffing
schedule to maintain business hours. This policy addresses hazardous weather, declared
emegencies, temporary reduction of staff, office closures, compensation, and other
related issues during emergencies.

A. Non-Declared Emergency Situationg Curtailed Services
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1. Modified Staffing Protocol: The decision to modify staffing levels will be
made by the County Manager; or designee in consultation with appropriate
emergency personnel. Following the early morning regional call, the decision
will be announced by 6:00a.m. on the day of the emeygenmidday for
early dismissal when warranted. During NDaclared Emergency situations,
Constitutional Officers may use their discretion in determining the level of
staff/services necessary to maintain their operation and ensure the safety of
their empoyees.

The Emergency Management Department, in conjunction with the County

Public Affairs Officewill issue an alert to Elected Officers/Department

Directors using the Employee Notification System, indicating the County
Manager 0s det e rstafing.aShartlg after the ihitaltalerdis t o

issued to Leadership, an alert to all employees will be issued through the

Empl oyee Notification System, indicatd.i
determination relating to staffing.

The Public Affairs Office will pst information regarding the status of County
operations on the County website, social media and by notification of the
media Emergency Management will ensure regional partners are informed of
the County statuslt is the responsibility of County employees to register

for Employee Notification System and/ or access one or more of these
information sources to determine if they report to work, report at a time

other than their regular start time.

Department Directors shall determine their Modified Stgffanotocol.

Modified Staffing is defined as any employee designated to report during a
reduced periods to keep County services open during specified business hours,
pursuant to ARS Title 11. The Department Director determines if a specific
staff person mst report in person or may telecommute from home (e.g.,
webmaster, public information officer).
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During the event, Emergency Management will develop a report of
departmental staffing levels Countyde to reflect current staffing and
present the report the County Manager or his/her designee. Constitutional
Officers may use their discretion in determining the level of staff/services
necessary to maintain their operations and ensure the safety of their
employees.

2. Early Closure: In the event the County Mager determines that a ron
declared emergency exists, early closure may be in the best interest of County
employees (e.g., snow builgp and road conditions throughout the day).
Department directors will be notified and instructed to reduce staff and
operde at a curtailed services schedule, releasing designated staff early.
Constitutional Office may use their discretion in determining the level of
staff/services necessary to maintain their operations and ensure the safety of
their employees.

3. Closure during weekends, evenings, and holidaydn the event of a closure
resulting from severe weather condition that affects departments whose
employees provide services during weekends, evenings and holidays, the
County Manager may determine that am affected Beyest Director could
curtail services or close early. It is the Constitutional Officers and/ or
Department Directordos responsibility t
of their office operations on that day.

B. DeclaredEmergency-County Curtailed Services: In the event of an emergency, the
Chair of theBoard of Supervisors, with input from the County Manager and appropriate
emergency personnel, has the authority to declare an emergency (pursuant to A.R.S. 26
311) and toorder full or partial closure of County offices. An emergency may be
declared for specific areas of the County or the entire County. County facilities that are
affected by the declared emergency raampletely or partially close their offices when
ordera to do saand send designated staff home.
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1. Constitutional Offices:Constitutional office hours are specifically identified
in State StatueARS 11413 Every county officer, except the sheriff, shall
keep the offi cer Ofaty wird each weeloopa leastf or a't
thirty-two hours each week if the week contains a day that is a legal holiday).

If a declaration of emergency by the Chair of the Board of Supervisors has
been proclaimed, County Constitutional Officers will be notifidhe

County Manager; or his/her designee. Pursuant to AREL26B5,

Constitutional Officers and the Offices they are responsible may remain open
or may close for the emergency.

The employee notification system is available to assist in the notificatio
employees of Constitutional Offices. Please contact Emergency Management
for assistant of implementation of the employee notification system in these
departments.

2. County Departmentfuring a declared emergency by the Chair of the Board
of Supervisos, all County Departments will be notified by the County
manager (or designee) of the declaration, and to initiate curtailed services and
temporary staff reduction€onstitutionalOffices may use their discretion in
determining the level of staff/serve@ecessary to maintain their operations
and ensure the safety of their employees.

The Emergency Management Department, in conjunction with the County
Public Affairs Office will issue an employee alertGonstitutional
Offices/Department Directors using the employee Notification System
indicatingt he County manag eadéstaffthg Shortlymi nat i
after the initial alert is issued to leadership, an alert to all employees will

be issued through the Employee Notification System, indicating the
County Manager6s determination relat
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The Public Affairs Office willpost information regarding the status of
County operations on the County website, social media and by notification
of the media Emergency Management will ensure regional partners are
informed of the County statust is the responsibility of County

employees to register for Employee Notification System and/ or access
one or more of these information sources to determine if they are
expected to report to work, or report at a time other than their

regular start time.

Department Directors shall determineh ei r depart ment 6s
Staffing protocol. Modified Staffing is defined as any employee
designated to report during a reduced staffing periods to keep County
services open during specified business hours, pursuant to ARS Title 11.
The Department Dirgor determines if a specific staff person must report

in person or may telecommute from home (e.g., webmaster, public
information officer).

During the event, Emergency Management will develop a report of
departmental staffing levels Countyde to reflectcurrent staffing and
present the report to the County Manager or his/her designee.

3. Constitutional & Statutory Offices: Per A.R.S. 1401 and 1413,
Constitutional and Statutory offices shatkcept folegal holidays, remain
open for business betwe#e hours of 9:00 a.m. and 5:00 p.m. (excluding
noon to 1:00 p.m.), Monday through Friday. These statutey aptiie
ConstitutionalOffices of the Sheriff, County Attorney, Recorder, Treasurer,
Assessor, Superintendent of Schools and Board of Supepnasarshe
StatutoryOffice of the Clerk of the Board.

Courts: The decision to close or curtail services of the Court

will be made by the Superior Court Presiding Judge, with information
provided by the County Manager or his/her designee about the emergen
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conditions.

4. Early Closure: In the event the County Manager determines that an early
closure is in the best interest of County employees (e.g. snowupddd
road conditions throughout the day), Department Directors will be notified by
the County Minager, or designee to implement the curtailed services modified
staffing protocol. County Constitutional officers will be notified by the
County Manager; or his/her designee that the County office they are
responsible for may remain open or may closdleremergency, pursuant to
ARS 26311. B5.

5. Declared Closure Declarations During Weekends, Evenings, Holidays$n
the event of a Declaration and closure resulting from severe weather condition
that affects departments whose employees provide serviceg aeekends,
evenings and holidays, the County Manager or designee will inform the
affected Department Directors of the declaration. It is the Constitutional
Of ficers and/ or Department Director és
employees of the status digir office operations on that day.

C. Compensation:

1. Non-Exempt Employees (other than designated as Modified Staffing):
During a declared emergency, rexempt employees who are NOT required to
come to work, will receive their regular pay for the day. For example: Employee
#1that is not designated as a Modified Staffing team member for an event will not
report to work, Int due to the activation of this policy, employee #1 will receive
regular pay for that day.

On an early closure day without a declaration of emergencyexempt

employees will receive normal business hour pay even with offices closing
early. (Exampleoffice closure at 3pm. The employee will leave at 3 but
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will be paid until 5pm or to the end of their designated shift.)

2. Curtailed Services Modified Staffing T Non-Exempt Employees:Non-exempt
employees who are required to work during a period of MatiBffing, will
receive Emergency Leave time, in addition to their regular pay, for all hours
worked during this period. The rate of pay will be one hour of leave for one hour
of time worked. (Example: If this policy is activated due to emergency comslitio
and employee #2 is designated as a Modified Staffing team member and works
eight hours, then employee #2 will receive an additional eight hours of
Emergency leave time).

3. Declared Emergency/Modified Staffingi Non-Exempt Employees:Non
exempt employeesho are required to work during a period of Modified Staffing
as a result of a Declaration of the Chair of the Board will receive Declared
Emergency leave time, in additional to their regular pay, for all hours worked
during this period. The rate of paylMbe one hour of leave for one hour of time
worked. (Example: If this policy is activated due to emergency conditions and
employee #2 is designated as a Modified Staffing team member and works eight
hours, then employee #2 will receive an additionaltdiglirs of Emergency
Leave time).

4. Exempt Employees (if not designated as Modified Staffing)Exempt
employees who are not required to work during under the departments modified
Staffing protocol during a Declared Emergency, or in a reduced staffiragicitu
will receive their regular pay for the day. Exempt employees are not eligible to
receive additional pay or Declared Emergency Leave time; however, they may
receive flexible time off for hours worked, at the discretion of their Department
Director.

Upon approval from the County Manager or his/her designee, exempt

employees who work directly in response to a Declared Emergency may be
subject to the exceptions provided for in Personnel Policy 2.3.
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Compensation, Section B. Compensation, Item 3. idrvefCompensatory
Time, Declared Emergencies. The start of this compensation policy will be
determined by the Declaration of Emergency. The County Manager will
issue a statement as to the conclusion of this policy and compensation
period.

5. Use of Leaveiln weather conditions that are not considered emergency
conditions by the County Manager, employees who arrive to work late, leave
work early or miss work due to weather conditions must use vacation (Annual
Leave) or compensatory time, or a day without Meigh Director approval,
employees may also work a flexible schedule to make up the missed work hours.

Employees who are on vacation, paid time off, paid sick time, or on other
approved leave during emergency declaration situations or reduced staffing
periods, will be required to use their originally scheduled paid leave.
Temporary employees are not eligible for Declared Emergency Leave;
however, they may work with their Director to make up time for hours
missed.

6. The Public Wor ks DefficaardexeenptfromedDecthreS h er i f f
Emergencyi County Curtailed Services element of this policy. These

departments have policies in place to address the conditions stated in the policy.
(see appendix)

APPENDIX

Personnel Policy 2.3 Compensati@&ction B3b (Dated 11/13/2018) pg. 9 of 15

b. Overtime for Exempt Employees:The FLSA does not require that exempt employees be
paid for overtime worked. Because of the nature of their work, responsibilities, and
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compensation, exempt employees do notivecevertime pay. The employees in these classes
are expected to know and understand the work and time required of them and shall be allowed
reasonable flexibility in planning and accomplishing work assigned to them.

c. Declared Emergencieslf a declard emergency or exceptional circumstance occurs that
causes exempt employees to work extended work
to approve payment of hours worked over théhdQr work week in response to the emergency.
Compensation for exept employees shall be calculated at the straight time hourly rate of pay.
Non-exempt employees shall receive overtime compensation as outlined above.
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Public Works Policy: 6.17 Emergency Overtime Pay in Relationshigédi-out Times

PURPOSE: To establish a consistent procedure for calculating overtime based on start
time and call out time.

POLICY: FOR NOTIFIED WORK SHIFT:

Employees, who have been notifiedadvancefor starting times
other than their normal shift, will be compensated for their time
beginning at the start of their shift. Employees are responsible for
checking in at the beginning of the shift and checking out at the
end of the shift.

WITHOUT PRIOR NOTIFICATION:

Employees who have been called to warthoutprior notice will

be compensated for their time beginning when they are called as
long as they report to work within one hour of their initial call
notification. Employees reporting to dutyexfthe initial onehour
period will be compensated for their time beginning when they
actually report for the day.

PROCEDURE: Supervisors/Employe&go complete time sheets must log call out times
for employees to duty for other than regular work shift

Employeesnust report to their supervisor or designated
dispatcher/timekeeper, in person, immediately upon arrival for duty.
Employees are also required to check out with their supervisor or
dispatcher when going off duty.
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Arizona Revised Statues Title 11
11-413. County offices; business periods

A.Every county officer, except the sheriff,
forty hours each week or at least thittyo hours each week if the week contains a day
that is a legal holiday. Notwithstandisection 1301, for the purposes of opening county
offices for the transaction of business, the board of supervisors of any county by
resolution may designate the Friday after the fourth Thursday in November as a legal
holiday in place of the second Morydia October. If the board of supervisors makes
such a designation, every county officer, except the sheriff, shall keep the officers office
open for at least twentfpur hours for that November week.

B.The Cri minal Di vi si on apénatalhtenesSher i f f 6s Of f

C. Arizona Revised Statues Title 26

26-311.Local emergency; power of political subdivisions: state agency assistance

A. In additional to the powers granted by the provisions of the law or charter, whenever the
mayor of anincorporated city or town or the chairman of the board of supervisors for the
unincorporated portion of the county, shall deem that an emergency exits due to fire,
conflagration, flood, earthquake, explosion, war, bombing, acts of the enemy or any other
naural or maAmade calamity or disaster or by reason of threats or occurrences of riots,
routs, affrays, or other acts of civil disobedience which endanger life or property within
the city, or the unincorporated areas of the county, or portion thereofatya or
chairman of the board of supervisors, if authorized by ordinance or resolution, may by
proclamation declare an emergency or a local emergency to exist.

B. If an emergency is declared pursuant to subsection A, the mayor or the chairman of the
board of supervisors shall, during such emergency, govern by proclamation and shall
have the authority to impose all necessary regulations to preserve the peaceranid orde
the city, town, or unincorporated areas of the county, including but not limited to:
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. Imposition of curfews in all or portions of the political subdivision.
. Ordering the closing of any business.
. Closing to public access any building, street, or roplublic place.

. Calling upon regular or auxiliary law enforcement agencies and organizations within or
without the political subdivision for assistance.

. Notifying the constitutional officers that the county office for which they are responsible
may rema& open or may close for the emergency.

. In periods of local emergency, including an emergency declared pursuant to subsection A
of this section, political subdivisions have full power to provide mutual aid to any

affected area in accordance with localinashces, resolutions, emergency plans or
agreements therefor.

. States agencies may provide mutual aid, including personnel, equipment and other

available resources to assist political subdivisions during a local emergency in
accordance with emergency plarsat the direction of the governor.
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Arizona Revised Statues Title 1

1-301.Holidays enumerated

A. The following days shall be holidays:

1. Sunday of each week.

2. January 1, fiNew Year 6s Dayo.
3. Third Monday in Janudarr.y/,®i vMalr tRing hLtust hDeary oK i
4. Third Monday in February, fALincoln/ Washing
5. Second Sunday i n May, AMot hersd Dayo.
6. Last Monday in May, fAMemori al Dayo.
7.June 2, ANative American Dayo.

8 Third Sunday in June, fAFathersé Dayo.

(@2

9. Juy4nal ndependence Day

10.Fi rst Sunday in August, AAmerican Family
11.First Monday in September, AfLabor Dayo.

12Sept ember 17, AConstitution Commemorati on
13.Second Monday in October, ACol umbus Dayo.
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14November 11, AVet erans Dayo.

15.Fourth Thursday inNoveme r , A Thanksgi ving Dayo.

16.December 25, AChristmas Dayo.

B. When any of the holidays enumerated in subsection A of this section falls on a Sunday,
the following Monday shall be observed as a holiday, with the exception of the holidays

enumerated in subsectién paragraphs 1, 5, 7, 8, 10 and 12 of this section.

C. When any of the holidays enumerated in subsection A, paragraphs 2, 9, 14 and 16 of this
section falls on a Saturday, the proceeding Friday shall be observed as a holiday.

D. When the holiday enumerated in subsection A. paragraph 7 of this section falls on a day
other than Sunday. The Sunday following June 2 shall be observed as that holiday.

E. When the holiday enumerated in subsection A, paragraph 12 of this section fatlayon a
other than Sunday, the Sunday proceeding September 17 shall be observed as that

holiday.
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INDIVIDUALS WITH LIFE -THREATENING ILLNESS

Coconino County recognizes that employees withthfeatening illness may wish to continue

to engage in as many of their normal pursuits as their condition allows, including work. At the
same time, the Countyas an obligation to provide a safe and healthy work environment for all
employees. Consistent with these two areas of concern, the following guidelines are established
for handling employee issues that may arise if an employee hastadiégening ithess.

Employees with lifethreatening illness will be entitled to the same employment benefits and
policies as those with lesser illness, such as group health and life insurance, disability leaves of
absence, and other disability benefits. They willrbated with compassion and understanding
and will be given support.

Employees with lifethreatening illness will be permitted to work as long as they are able to meet
acceptable performance standards, and will be provided with reasonable accommodation as long
as they are able to perform the essential functions of theamjdllo not pose danger to their

own health and safety or the health and safety of others. Employees who harass or otherwise
discriminate against an individual with a lifethreatening illness may be deemed insubordinate

and subject to disciplinary actiop o and including termination of employment.

Employees with lifethreatening illness will be required to provide medical documentation to the
Human Resources DepartmenAll medical information obtained from employees withife
threatening illness will be confidential as required by law.

Employees who would like to be provided with information regarding facts about lifethreatening
illness are encouraged to contact the County Health See@srtment for current
information.

Employees who have a litfareatening illness or who are expencing uncertainty or fear
regarding a lifethreatening illness are urged to seek the counseling and support available from
the County's Employee Assistance Program.

12/18/01
05/20/03
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7.4 DRUG AND ALCOHOL -FREE WORKPLACE

Coconino County is committed to provide a safe, healthy and acéréenwork place that is
productive and conducive to the welfare of both the County employee and the general public.
One of the conditions necessary to achieve such an amand is that it be drug and alcohol

free. This policy is developed in compliance with the federal Drug Free Workplace Act of 1988,
as amended.

A. PROHIBITED ACTIVITIES
The following activities are prohibited:

1. Reportingtoworkunderthenf | uence of a fAprohidni ted dr ucg
alcohol.

2. The use, consumption, sale, purchase, transfer or possession of any prohibited drug by
any employee during work hours, on work assignment, in or on County property
including County vehicle or personal vehicles used for County business, at any time.

3. The consumption of alcohol by any employee during working hours, on work
assignments, or on County property, including County vehicles or personal vehicles used
for County business, at anyrie.

B. ADDITIONAL PROVISIONS FOR POSITIONS WHERE DRIVING IS LISTED
AS AN ESSENTIAL FUNCTION

For positions in which driving is an essential function of the job, the provisions of the
Personnel Policy 3.9, Substance Abuse Prevention shall apply.

C. NOTIFICATION REQUIREMENT FOR ANY DRUG STATUTE CONVICTION
FOR VIOLATION IN THE WORKPLACE

1. Condition of Employment
It is a condition of County employment that its employees agree to abide by the terms of the
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policy and to notify the County Human Resources Director of any drug statute conviction
for violation in the worlplace no later than five days after such a conviction. Every
possible effort will be made to hold such information in confidence with the County, but
such information wilhave to be reported within ten days of receiving actual notice from the
employee t@ State or Federal agency if grant or contract funding is involved.

2. Discipline and Sanctions for Employee Failure to Report

a. The County will deal fairly and firmly with anyone who violates this policy.
Violators are subject to disciplinary action, up to and including termination from
employment.
Sanctions may include, but are not limited to, a requirement that the employee
participate in and successfully complete a drug abuse or alcohol abuse assistance
or rehabilitation program at the empl oy
empl oyee undergo random drug testing at
return to employment
c. Disciplinary decisions shall be made by the Department Director, with the
concurrence of the County Manager and the Human Resources Director.
d. Under federal law, the County must take disciplinary action against the employee
within 30 days ofeceivirg notice of a conviction.

o

D. POST ACCIDENT DRUG/ALCOHOL TESTING

Postaccident drug/alcohol testing is required for employees if an accident occurs while

they are driving a County vehicle and there is reasonable suspicion that drug or alcohol use
cortributed to the incident. Reasonable suspicion includes erratic or abnormal behavior
consistent with the use of drugs or alcohol which is documented by a responding officer of
the law, or behavior or conduct observed by at least two County employees eithe
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Revision Approval Date(s):
immediately before, during, or immediately after the accident or incident which is
documented and reported to Human Resources.

Additional post accident drug/alcohol testing guidelines apply to employees if an accident
occurs while they are driving@mmercial motor vehicle (CMV) or mass transit vehicle

for the County on a public road, and they hold a job assignment where possession of a
Commer ci al Driverdos License (CDL) is an ess

12/18/01
05/20/03
11/01/16

with federal regulations for CDL drivers. Refer to Personnel Policy 3.9.
E. DRUG AND ALCOHOL AWARENESS TRAINING PROGRAM

In support of this policy, the County will, through Human Resources, conduct a drug and

alcohol awareness program to inform employees about the dangers of drug and alcohol use

in the workplace, the penalties for noncompliance with this policy, and drugj@ottl
counseling through the Countybés Employee As:
and rehabilitation services in the community.

F. DEFINITION OF PROHIBITED DRUG

For purposes of this poli ceocaindjgocameni bi ted dr
derivatives, opiates (narcotics), hallucinogens (LSD, mescaline, etc.), phencyclidine (PCP),
amphetamines, and any other Acontrolled sub:
Substances Act, 21 U.S.C. 812, Schedule $ec. 202, except whehe use is pursuant to

the instructions of a physician.
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7.5 WEAPONS IN THE WORKPLACE

Al

NTRODUCTION

Coconino County is committed to providing a safe work environment. Weapons in
County buildings, facilities and vehicles pose a threat to public safety as well as the
safety and peace of mind of all County employees. This policy represents the intent
of the County to comply with the requirements and purposes of A.R.S3 8§08t
seq.and applies to anyone performing work for or on behalf of the County.

Possession of a deadly weapon in the workplace is prohibited, with the exception of a
Peace Officer or a person authorized to carry a weapon in the performance of their
official duties.

B. DEFINITIONS

A.R.S.8133101A (l)etseq def i ne se agp ofmdoe aadsl yanw obj ect ¢
l et hal use, including firearms. An empl oy
vehicle used for County purposes while transporting one or more County employees

as passengers.

C. TRANSPORT OR STORAGE

Pursuant to A.R.S. 8§ 1Z81et seqemployers cannot prohibit the lawful transport or
storage of any firearm that 1is both in t
vehicle or in a |l ocked compartment on th
is not visible from the outside oféhmotor vehicle or motorcycle.

k
€

Employees should have no expectation of privacy in County facilities, vehicles or
equipment, including Courtigsued office space, desks, cabinets, lockers, phones

and computers. Employee workstations and personal efiieciisding purses,

briefcases and bags may be searched if there is reasonable suspicion that an employee
is in possession of any item prohibited by County policy.

D. VIOLATION OF THIS POLICY

If an employee is suspected of carrying a weapon and thegeiseived immediate
threat, law enforcement shall be contacted.

This policy applies to employees and contractors, who are beditgror oftduty,
while in the workplace.
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Violation of this policy will be cause for disciplinary action, up to and including
dismissal. Contractors violating this policy are in jeopardy of losing the contract.
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7.6 AUTOMATED EXTERNAL DEFIBRILLATOR (AED)

This policy establishes protocols for the placement, maintenance and use of Automated
External Defibrillators (AED) within Coconino County buildings as they become
available, in order to increase the rate of stalvfor people within Coconino County
facilities who may suffer from sudden cardiac arrest. Definitions for this policy appear at
the end of this policy section.

The policies and procedures contained in this section are intended to assist in identifying
and complying with regulations and rules set forth by the A.R.S-Z28@et seq, and
the Occupational Safety and Health Administration Regulations, 29 CFR § 1910.1, et seq.
In all cases where there is a difference between specific standards andgstlfoeth in
this procedure, the stricter of the two shall prevail.
A. GOOD SAMARITAN LAW IN ARIZONA
1. The following persons and entities are not subject to civil liability for any personal
injury that results from any act or omission that does not amount to willful
misconduct or gross negligence if that person or entity complies with the
requirements of stion A.R.S. 8§ 3&263:
a. A physician who provides supervisory services;
b. A person or entity that provides training in CPR and the use of an AED;
c. A person or entity that acquires an AED,;

d. The owner of the property or facility where the AED is ledabr,

e. A good Samaritan, which is defined as
emergency care or assistance in good faith and without compensation at the
scene of any accident, fire or other {ifeeatening emergency.

f. A trained user.
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B. DEPARTMENT RESPONSIBILITY

1. Departments are responsible for identifying personnel who will be trained in basic
life support (CPR) to become trained users, and provide documentation to Human
Resources of completed training. This training must be updeaésy 2 years.

The trained user will be required to undergo training on proper CPR techniques
and the use of AEDs.

2. A department must have at least 1 trained user at the facility where the AED is to
be located, and must comply with all terms and conutaf AED usage.

3. Departments are responsible to inspect the AEDs located at their facilities on a

monthly basis to ensure they are working properly and to have their AED site
inspector report this to Human Resources each month.

4. The department sifi ensure that prompt notification of AED use is given to the

Human Resources and transmission of the AED Use form within 24 hours of an
event in which an AED is used.

C. EDUCATION AND TRAINING OF EMPLOYEES

1. Trained users shall receive and complete a CPR/AED Course or an equivalent
course that meets or exceeds the same objectives as outlined by the AHA or
approved by the Medical Director.

2. Trained users shall teertify every 2 years in a CPR/AED Course or a
equivalent course that meets or exceeds the same objectives as outlined by the
AHA or approved by the Medical Director.

D. HUMAN RESOURCES RESPONSIBILITY

Human Resources will be responsible for oversight of the AED Program in
coordination with théMedical Director of the Save Hearts in Arizona Registry &
Education (SHARE) Program.

E. AED USE
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In the event of an emergency requiring the use of the AED defibrillator, an employee
present at the time the AED was used will:

1. Immediately, notit he Countyds Risk Manager of t
care of the patient has been transferred to Emergency Medical Services (EMS).
The phone number to the C&l06AyodxamaRi sk

may be | eft i f t heanoCimmedidtely@milaiRe;, and, Manage

2. Compl ete an AED Use Form and provide i
24 hours via email.

F. DEFINITIONS

1. AHA T American Heart Association

2. AED T Automated External Defibrillatdr means a medicalevice heart monitor
and defibrillator that:

a. Is approved for premarket modification by the United States Food and Drug
Administration;

b. Is capable of recognizing the presence or absence of ventricular fibrillations or
rapid ventricular tachycardia amicapable of determining, without
intervention by an operator, if defibrillation should be performed; and,

c. Automatically charges and delivers an
restore a viable cardiac rhythm.

3. CPRT Cardio Pulmonary Resuscitation

4. Defibrillation - means the administration of a controlled electrical charge to the
heart to restora viable rhythm

5. EMS - Emergency Medical Services
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6. Trained User- means a person trained to provide cardiopulmonary resuscitation
and to use an automatic external defibrillator, and who is participating in a
physician or medically authorized automagadiernal defibrillator program

7. Medical Director - Physician named adedical Director of the Save Hearts in
Arizona Registry & Education (SHARE) Program

8. Sudden Cardiac Arrest (SCA)i When the electrical impulses of the human

heartmalfunction causing ventricular fibrillation, an erratic and ineffective
rhythm, characterized by the absence of a pulse and respirations
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7.7 SAFETY

Coconino County places the highest priority on job safety and considers the safety of
employees, the public and our operations to be paramount. Accordingly, it is the policy of
the County that:

A
A
A
A

Safety shaltake precedence over expediency or short cuts.

All employees shallake all possible action to reduce the chance of accidents.

All employees shakkhow good faith in complying with all safety laws and ordinances.
All employees shall wear required perabprotective equipment (PPE) in accordance
with their position and County guidelines.

The primary responsibility for providing a safe working environment rests with the
Department Director. It is the responsibility of each Department Director to enforce the
maintenance of safe working conditions, encourage safety suggestions and discassion
ensure that all accidents and injuries are reported promptly and properly.

Employees are expected to:

A
A

A
A

Comply with safety instructions of supervisors and comply with safety manuals &
OSHA requirements made known to the employee by their superviso

Report all injuries and accidents in the workplace to the supervisor immediately.
Understand and follow procedures for reporting all accidents involving a County
vehicle in accordance with Coconino County Policy 3.5, County Vehicle Use. These
procedues are contained in a folder inside the vehicle glove compartment.

Make suggestions for safety and efficiency.

Know the exact procedures in case of emergency.

Any question concerning safety issues should be referred to the County's Risk Management
Division of Human Resources.
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COUNTY ARIZONA
7.8 SMOKE-FREE WORKPLACE

The Environmental Protection Agency (EPA) has officially determined that

Environmental Tobacco Smoke (ETS) is a "Group A carcinogen,” a chemical known to
cause deaths in nesmokers for which there is no safe level of exposure. The EPA

report concluded that tobacco smoke has "a serious and substantial public health impact”
onnonsmokers.

Any reference in this document to federal regulations shall mean 49 CFR Part 40, any of
its subparts or referenced subparts, and any future amendments. The federal or state
mandate shall govern.

Therefore, in an effort to make the County workplasafer and healthier environment
for smokers and nesmokers alike, smoking is prohibited in all areas of County
buildings and in County vehicles.

For the purposes of a policy, smoking is defined as burning or carrying any lighted
cigarette, tobacco prodt, electronic smoking device,cegarette or vaporizer. A County
building is defined as any property owned or leased by Coconino County and used for
County services.

Refusal to comply with this policy on the part of an employee may result in discipli
action; on the part of a member of the public, the police may be called and citation may
be issued.
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WORKERSOG COMPENSATI ON

Coconino County, in compliance with A.R.S. §231 through A.R.S. § 2B104et seq,
provides Workers6 Compensation benefits co
when such an event occurs during the cours
Compes ati on is the Asole remedy, 0O meaning en
seek further compensation from their employer through legal action.

A.WORKERSG6 COMPENSATI ON BENEFI TS

1.County employees are entit| eaondlo Wor ker s
disease benefits covering accidental injury, disability, disease or death occurring
as a result of employment. Benefits provided include:

a. The cost of medical treatment in an amount provided by law which shall
commence at the time of injury or illness.

b. Wage eligibility for compensation shall commence on théu8 calendar day
of off-work status due to injury or illness, per Industrial Commission of
Arizona (ICA) rules and regulations. If effork status exceeds the™#ll
calendar day, payments shall also be made for the first 7 calendar days.
Offwork statuis can be recognized only when confirmed in writing by a
physician. The amount shal/l be 66 2/ 3Y
wageo at the time of the industrial in
average monthly wage meht byy swagedest a
maximum limits are available through the Industrial Commission of Arizona
and A.R.S. § 23041et seq

B. PROCESS

1.1 f a claim for Workersd Compensation 1is
writing. If the employee wishes to appeal the decision, a hearing through the
Industrial Commission of Arizona may be requested.
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2. ltis the responsibility of the employe® ¢arefully follow the instructions
contained in the ABenefits Guide for th
the injured employee by the Workersoé Co

to comply with reporting or other requirements explainedénguide may result

in delays in processing claims or loss of eligibility for compensation.

C.WORKERSG6 COMPENSATI ON REPORTI NG REQUI REME

It is the employeeds responsibility to in
immediatesupervisor and to keep the supervisor informed of their status. Failure to
do so could result in disciplinary action, up to and including dismissal. Refer to the
Wor kers6 Compensation fl owchart avail abl e

The supervisor is responsible for reporting altejob injuries and ilinesses to

Human Resources within 24 hours. Supervisors will ensure that all forms are

compl eted and inform Human Resources of t
e mp | oy a&heoban acdigent involving 3 or more employees, Human Resources

should be notified immediately.

D.COORDI NATI ON OF WORKERS®6 COMPENSATI ON AND

BENEFITS

The coordination of Workersdéd Compensati on
ensure that an employee does not suffer economic hardship as a result of a

workrelated injury or illness. It is not intended to allow an employee to be

compensated twice. An etogee has 2 options:

1. Industrial Leave Without Pay: Accept wage compensation solely from the
Wor kers6 Compensation insurance provide
to be paid on the Countyds payroll. Th
Leave Without Pay status and will not be able to use available paid sick time, paid
time off, vacation leave or compensatory time. Retirement contributions will
cease, however, the County will continue to pay the employer contributions for
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t he e mp |dcsl, elentdlslife ane vision benefits while on approved leave.
The empl oyee is responsible
and any other optional deductions while off County payroll.

to pay for

a. A work related injury or illness that occurs or after 10/01/2014, employees
who participate in the Public Safety Retirement System or the Corrections
Officer Retirement Plan may elect to continue their employee retirement
contributions during the time they are on Industrial Leave Without Pay .status

The decision to continue to make full employee contributions is entirely
optional on the part of the employee. The employee will be required to
indicate their preference on an election form and to arrange payment of
retirement contributionsJ@ang with any other optional deductions normally
taken from their payroll check.

2.l ndustri al

Leave

Wi t h

Pay:

Endorse the

provider payments to the County and use accrued leave to maintain a regular level
of income. At thigime, the employee will be placed on Industrial Leave With

Pay status. Accrual hours will be credited proportionally with the wage
compensation to Abuy

continue to show:

backo

a

portion of

a. Vacation, paid sick time anpaid time off availability on all credited hours;

b. Full contributions to retirement system;

c. Regular Federal and State income tax and Federal Insurance Contributions
Act (FICA) withholdings. The amount of federal and state income tax paid on

t he Workersbéo
remains in the payroll, may beadé¢ ar e d

on

Compensation

t he

nsurance pr
empl oyeeos

reductions. The County is obligated to withhold these amounts;

d. Other authorized payroll deductions; and,

e. Employee deductions for elected benefits.
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When all leave accruals have been exhausted, the employee will be placed on

Il ndustrial Leave Wi thout Pay status and d

Compensation insurance provider payments to the County.

E. INDUSTRIAL LEAVE FOR LAW ENFORCEMENT OFFICERS

1. During the time period from adoption of Arizona Revised Statute on August 2,
2012 to its repeal date of 09/30/2014, for employees who are a law enforcement
officer, detention officer, probation officer, surveillance officer, juvenile
detenton officer or correctional youth care worker, Coconino County has
established a Supplemental Benefit Plan (the Plan). Under this plan, the County
will pay the employee contribution to the public safety personnel retirement
system or corrections officer nement plan as applicable, and shall continue to
pay the employer contribution to the respective retirement or system plan as well
while the employee continues on approved leave. The County will also continue
to pay the employer contributions fortheédmpy e e 6s medi cal , dent
vision benefits while on approved leave. The employee is responsible to pay for
the employeebs portion of benefit costs
the approved leave.

a. An employee may be accepted into Bian if an employee is injured while
ontduty to the extent that the employee cannot perform the functions of the
position.

b. To be eligible for the Plan, the emplo
Compensation Benefits pursuant to Title 23, Chapter 6, astlendorse
Wor kers6 Compensation insurance provid

c. The employeeds biweekly paycheck wil!/l
0 Regular Federal and State income tax and Federal Insurance Contributions
Act (FICA) withholdings. The amount of federal and state income tax paid

on the Workersdéd Compensation insuran
employee remains in the payroll, maybedear ed on t he empl o
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returns for tax reductions. The County is obligated to withhold these
amounts;

o Contributions to the retirement system with both employer and employee
portions paid by the County.

o other authorized payroll deductioaemployee deductions for elected
benefits.

d. An employee accepted into the Plan will receive approximately émeiozl
base salary of their current position.

e. The employee shall not accrue any additional paid sick time, paid time off or
vacation leave while participating in the Plan. Any paid sick time, paid time
of f or wvacation | eav eourtshallnot be decreaséedh e e n
while participating in the Plan.

f.  Human Resources shall determine if an employee is eligible for the Plan. An
employee shall comply with all Human Resources requirements including
evaluation for light duty options amdhabilitation programs. An employee
who does not comply with Human Resources requirements related to the
industrial injury will be terminated from the Plan.

g. An employee is not precluded from disciplinary action while participating in
the Plan, up to ahincluding dismissal.

h. The Plan may be offered for an initial 6 month period and Coconino County
may determine whether the Plan shall be extended on an individual basis for
an additional 6 months, with a maximum of 1 year. Employees accepted into
the Pan shall work closely with Human Resources to ensure all Plan
requirements are met.

F. USE OF AVAILABLE LEAVE
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For the first 5 working days of industrial leave, if an employee has insufficient
accrued leave to cover the absence, a negative paid time off leave balance may be
carried, but cannot exceed 40 hours {fated for regular patime employees). This

is the only situation in which a negative paid time off balance will be permitted. No
negative paid sick time balances will be permitted.

An employee may utilize available leave for folleyw medical care appointments
schedul ed duri ng ursh Bloweverpwhengver padssblewor k ho

employees should schedule follayp appointments at times least disruptive to the
operations of their department.

The County will designate time off due to an industrial injury or illness as FMLA
leave, per Personnel Ry 6.6, Family Medical Leave of Absence.

G. RETURN TO WORK

Departments shall, in conjunction with Human Resources, take all reasonable
measures to accommodate work restrictions imposed by a physician.

For an employee to return to work after an industrial injury, the following guidelines

apply:

1. Asnenpl oyeeds supervisor must be-notified
towork date is known;

2. The employee must have a written release from a physician; and,

3. Provision(s) may be made for modified work duties if a physician makes such a
recommendatioand if the County has a differing assignment to offer. Refusal to
accept modified duty may result in reduced compensation benefits. A final full

release from a physician must be received prior to returning to regular duty.

H. RETENTION OF POSITION
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An empl oyeeds position is retained for
on modified duty or offvork status. An extension may be requested if it is

anticipated the employee will return to regular duty within 12 months from the date
of injury. The request for an extension of the leave of absence and/or modified duty
assignment must:

1. Be requested in writing within 6 months of the date of injury;
2. Be submitted to the Department Director; and,

3. Include information from the treating physician regarding the anticipated date of
return to regular duty.

The decision to approve or deny an extension request will be determined by the
Department Director in consultation with the Executive Safety Caoi@eiAn
employee may be dismissed for unrelated reasons during this leave.

Should the injury or illness result in a qualified disability under the Americans with
Disabilities Act, a reasonable accommodation(s) that does not pose an undue or

financial rardship to the County will be considered through an interactive process
consistent with the Americans with Disabilities Act.

I. LAYOFF

If at the end of the industrial leave and/or modified duty the injured employee cannot
return to regular job duties, the employee may be placed in layoff status in
accordance with Personnel Policy 8.2, Separations.

J. OTHER EMPLOYMENT
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During any peod of industrial leave, an employee shall not engage in other
employment or volunteerism without the written approval of their Department
Director, Human Resources and the Workers

K. ADMINISTRATION

Department Directors must notify Human Resources of evetfiejob injury.

Human Resources should notify the Finance Department of situations resulting in an
employee being off work for more than 7 days. Coordination among the injured

employee, the supésor, Department Director, Human Resources, and Finance is
essenti al i n the administration of the Wo
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7.10 USE OF MOBILE TECHNOLOGY WHILE DRIVING

This policy focuses on the safety of our drivers and other drivers on the road. Any time a
vehicle is operated for Coconino County, t
considered. Therefore, employee driver distractions should be eliminated.

A. MOBILE COMMUNICATION DEVICES

The definition of a fAimobile communicati on
phone, smart phone, Blackberry, tablet, laptop, computer, pager,-@araywo
messaging device.

Employees shall not use a mobile communication device, nor shalktiteynstant
message, email, read, review documents, or manually place phone calls while driving
a County vehicle or equipment, or a private or rented vehicle on County business.

1. Hands free cell phone use is permitted. However, employees using remnds f
devices while operating a vehicle should use reasonable judgment.

2. If a hand held mobile communication device must be used while operating a
vehicle, the driver shall pull off the road into a safe location, stop the vehicle, and
put the vehicle in p& before using such a device. All nemergent calls should
be made after the vehicle is safely parked.

3. Employees operating an authorized emergency vehicle, as outlined in ARS
Section 28624, and while in the performance of their official duties amrgted
from this prohibition.

4. This policy is intended to comply with existing federal, state, or local laws and
regulations. The County reserves the right to amend this policy at any time to
comply with changes to any laws or regulations.

Violation of this policy may result in disciplinary action up to and including
termination.
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7.11 FACE COVERINGS IN THE WORKPLACE

Coconino County is committed to providing a safe work environment. The County takes
its responsibility to address potentially hazardous conditions seriously and always
considers the safety of employees and the public. During a public health emergency,
with input from the County Manager, the Chief Health Officer and appropriate
emergency personnel, the Chairperson of the Board of Supervisors has the authority to
require all employees to wear face coverings/masks at all times in common areas and
where phygial distancing of six feet or more cannot be maintained.

During a public health emergency, face coverings/masks are considered personal
protective equipment (PPE) or safety equipment. Common areas are areas open for use
by more than one person inciag but not limited to: all public areas, elevators,

stairwells, hallways, lobbies, subbbies, breakrooms, kitchens, file rooms, storage

areas, copy rooms, conference rooms, seating areas, and restrooms. Face coverings will
not be required when an empée is alone in an office, alone in a County vehicle, or

alone in a conference room.

Face coverings/masks must:
1. Cover the nose and mouth
2. Be worn in common areas at all times
3. Be worn if physical distancing of six feet or more cannot be maintained
4. Be worn in a cubicle if physical distancing of six feet or more cannot be
maintained

Employees and the public will be provided face coverings. Employees and members of
the public &0 are able to use their own face covering should they choose to do so.
Employees who are unable to wear a face covering should contact Human Resources to
request an accommodation.

Employees may only remove a face covering while working in a cubicle if the cubicle

has walled separation that ©places a barrie
employees while the employee is working and allows use of the common space outside

of thecubicle, such as a hallway, to maintain a physical distancing of six feet or more.
Supervisors, Department Directors, and Human Resources can provide guidance as

needed.



COCONINO

COUNTYARIZONA

Coconino County

HEALTH AND WELFARE

Personnel Policy 7.11

Face Coverings in the Workplace

Origination Date: 06/29/20

Policy Exceptions:
None

When in the field, face coverings/masks must be used when employees ride together

vehicle, enter
any circumstances in which they are unable to maintain physical distancing of six feet or

a

pl ace of business
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more. Employees are discouraged from ridingetbgr in a vehicle whenever possible

when face coverings are necessary.

Employees who are required to wear face masks as part of their work duties must

continue to comply with the requirements of their position while this policy is in effect.

Violation of this policy will be cause for disciplinary action, up to and including

dismissal.

beha
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EMPLOYMENT STATUS
Personnel Policy 8.1 Probationary Periods

COCONINO
COUNTYARIZONA

Origination Date: 03/96 Policy Exceptions:
Revision Approval Date(s): | Temporary Employees

10/96 Volunteers

99488 Elected Officials

05/03

09/01/15 At-Will/Appointed Employees

8.1 PROBATIONARY PERIODS

Probationary periods are used to foster a mutual understanding of expectations, standards
of performance, and help the employee achieve regular status. Probationary periods also
ensure that the applicant selected for the position achieves performance objectives, has all
the tools to perform the job successfully, and develops the skills neegeddon the

job. At the conclusion of the probationary period, the employee should meet or exceed
performance standards.

Employees on probationary status are not precluded from participating in the recruitment
process for other County job openingshin or outside of the department.

A. TYPES OF PROBATION

Initial : The initial probationary period upon appointment to County service is one
year unless extended by the Department Director/Elected Official. (For extension
information, see Section B of this policy.) An employee on initial probation is not
eligible toappeal a disciplinary action, such as dismissal from employment,
involuntary demotion in rank or compensation, or suspension without pay for more
than 3 days.

Subsequent An employee who is promoted, laterally transferred, or densttakil

serve a subsgient probationary period of one year in the new position unless this
period is extended by the Department Director/Elected Official. An employee on
subsequent probation is eligible to appeal a disciplinary action such as dismissal for
cause, demotion irank or compensation, or suspension without pay of more than 3
days; however, they may not appeal a layoff, see Coconino County Personnel Policy
8.2, Separations.
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At-Will/Appointed Employees

All promotions, demotions, transfers;employments and appointments from a

layoff list must serve a subsequent probationary period for the purpose of evaluating
performance, except in these cases:

1. A lateral transfer that occurs within a department in the same job

classification;

2. An appointment that is made from a layoff listthe same job classification in

the same department

within 1 year; or,

3. A promotion on an interim basis (i.e. temporary assignment).

Administrative : Administrative probation is a serious disciplinary tool to help

monitor and improve the work perforn@mand conduct of a regular employee. For
additional information regarding this disciplinary tool, see Coconino County
Personnel Policy 4.6, Disciplinary Process.

B. EXTENDING THE PROBATIONARY PERIOD

A Department Director/Elected Official may extesdh
period if the performance warrants further evaluation prior to the expiration date. An
elected or appointed official may extend the probationary period for up to a
maximum of six additional months under the following circumstan

empl oyeeds

1. The employee is not meeting performance expectations;
2. The employee has not obtained a required certification within a specified time

period; or,

probat

3. There has been a significant change in responsibilities or supervision without
benefit of adequate time to assess the incumbent.

C. DISMISSAL DURING THE PROBATIONARY PERIOD

Dismissal is the ultimate disciplinary action, normally used when other methods

employed to correct performance or behavioral problems have not been successful.
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09/01/15 At-Will/Appointed Employees

Dismissal during the probationary period is notdgnaélected after employees have
been trained, coached and counseled to improve performance or behavior, or under
circumstances of extreme misconduct.

An employee may be dismissed with or without cause during the initial probationary
period by the Depément Director in consultation with the Human Resources

Director. The dismissal will occur no later than the date of expiration of the
established probationary period. The employee must be given written notice of the
dismissal. The dismissed employee tireseive their final paycheck within 7

business days per the timeline outlined by A.R.S-8%23et seq.

An employee who is dismissed for failure to successfully complete subsequent
probation based on performance will be separated from the County through a layoff,
see Coconino County Personnel Policy 8.2, Separations. For information regarding
dismissal forcause, see Coconino County Personnel Policy 4.6, Disciplinary Process.
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Origination Date: 01/10 Policy Exceptions:
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8.2 SEPARATIONS
LAYOFFS

At Coconino County, we believe that employees are our most valuable resource.
Therefore, the decision to utilize the layoff policy is always a long and difficult one.
When it is determined that it is necessary to peacwith a layoff situation, the priority

of Coconino County is to try to place affected individuals in other County jobs whenever
possible. In this way, the County retains highly qualified individuals while assisting
employees in finding fulfilling, alteative employment.

An employee may be separated from the County through a layoff or reduction in force
whenever such an action becomes necessary for reasons including, but not limited to:
Lack of funds;

Lack of work;

Abolishment of position;

Significant change in duties;

Failure to satisfactorily complete a subsequent probationary period; or,

Other reasons as determined by the Board of Supervisors.

To T o To To I

A reduction meets the definition of a layoff when:
A Position is eliminated;
A Number of positions in any given classification are reduced:; or,
A Hours of a position or positions are reduced for reasons as stated above.

Layoffs may also be necessary when an employee:
Can no longer perform the duties of the position (i.e. because of loss of driver's
license; or due to an illness or injury); or
A Failure to maintain a certification required to perform the duties will result in a
layoff. However, failure to obtain a certification within initial probation will
result in dismissal.

Employees shall be considered for layoff without regard forreee, color, age,
religion, national origin, sexual orientation, disability or veteran status.
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A. DETERMINING AFFECTED EMPLOYEES
1. Determining Layoff Order

No employee with regular status is to be separated by layoff while there are
temporary, seasonal, or initiatobationary employees serving in the department

in the same, equal or lower level positions for which such regular status employee
or employees are qualified and available for reassignment or transfer.

Whenever possibJemployees being laid off due to a reduction in or loss of
funding shall receive written notification at least 60 days prior to the beginning of
the layoff.

a. In situations involving multiple employees, the Department Director shall, in
consultation with Human Resources, develop a matrix considering such
factors as qualifications, performance, conduct, and/or seniority.

b. In the event of a Courtyide reduction in force, the County reserves the right
to develop a layoff matrix/process across the organization that will allow the
County to transfer and retain employees in the best interest of the County as
needed.

c. Employees on any type of approved leave during a layoff period will be
subject to layoff in accordance with this policy.

B. RE-EMPLOYMENT

1. Recruitment Preference
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%ter\ﬁv BU%?;P llcz%epﬁcs)yees

Regular employees who have been laid off, or who have been notified of

impending layoff shall be guaranteed an interview for County job vacancies for

which they meet the minimum qualifications.

a. Regular status employees who are affected by a layofbeidiven
preference status for County job openings. Employees are encouraged to

schedule an appointment with Human Resources representatives to discuss

potential positions for consideration.

b. Each regular status employee within the scope of the tiedun force shall
be given a Personal Skills Inventory/Placement form for completion. The
information provided on this form will assist Human Resources in

recommending alternate employment both internally and externally whenever

possible. Human Resows representatives shall be available to provide
guidance and assistance (i.e. information on job availability, resume
preparation, community resources, etc.) to affected employees.

c. An employee who has been notified of impending layoff may atteni a jo
interview for a County job or ne@ounty job without loss of time for up to 10
hours per month. Time off for this purpose should be arranged with the
supervisor as far in advance as possible.

2. Job Application

| t i s the

for each open position they wish to be considered for by the closing date of the

recruitment.

3. Timeline

empl oyeeobs

responsibility

A reduction in force employee attains preference statustigtfagoon notification
of a pending layoff or funding cut and retains that status for 6 months from the

date of separation. Employees may apply for both internal and external County

positions until their layoff preference status expires.

Page3 of 4

t

0



cocoNiNo | Personnel Policy 8.2 Separations (Layoffs)

COUNTYARIZONA

Coconino County

EMPLOYMENT STATUS

Origination Date: 01/10 Policy Exceptions:
Revision Approval Date(s): | Department Directors
09/01/15 Elected Officials

oW BU%P;P ll(:%ep?gyees
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4. Extended Timeline
In the event of a Countyide reduction in force, the County may extend the
timeline for which a layoff employee is eligible for preference status for up to
twelve (12) months if necessary.

The County reserves the right to offer alternative placement to employees identified
in a reductiorin-force or layoff process to serve the best interests of the County.

C. RECALL AND REHIRE
1. Recall
If an employee is recalled for the same job classification in the same department
from which they were laid off within one year, then they will not be required to
serve an initial probationary period.

2. Rehire

If a layoff employee is rehired in affirent position, they are required to serve a
new initial County probationary period.

3. Recall Priority
In the case of multiple layoffs of the same position in the same department or
departmental programs, recall will be in the reverse order of layoff priority. The
last person laid off will be the first person recalled.

4. Re-Employment Benefits
If an employee is recalled or rehired, within one year of the layoff and the

employee meets the requirements eénmeployment as provided in Coconino
County Personnel Policy 1.6, Appointments to County Service, then the employee
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At-will Employees
may be granted the-employment benefits described in Coconino County
Personnel Policy 1.6, Appointments to County Service.
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